University of Montana

ScholarWorks at University of Montana
Graduate Student Theses, Dissertations, &
Professional Papers

Graduate School

1991

A Review revision and update of the City of Missoula personnel
policy manual.
Joy R. Earls
The University of Montana

Follow this and additional works at: https://scholarworks.umt.edu/etd

Let us know how access to this document benefits you.
Recommended Citation
Earls, Joy R., "A Review revision and update of the City of Missoula personnel policy manual." (1991).
Graduate Student Theses, Dissertations, & Professional Papers. 8697.
https://scholarworks.umt.edu/etd/8697

This Thesis is brought to you for free and open access by the Graduate School at ScholarWorks at University of
Montana. It has been accepted for inclusion in Graduate Student Theses, Dissertations, & Professional Papers by an
authorized administrator of ScholarWorks at University of Montana. For more information, please contact
scholarworks@mso.umt.edu.

Maureen and Mike
MANSFIELD LIBRARY
Copying allowed as provided under provisions
of the Fair Use Section of the U.S.
COPYRIGHT LAW, 1976.
Any copying for commercial purposes
or financial gain may be under^en only
with the author’s written consent.
Universityof

Montana

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

A Review, Revision, and Update of
The City of Missoula Personnel Policy Manual

by
Joy R. Shulman Earls
Bachelor of Science
University of Michigan
1975

Presented in partial fulfillment of the requirements
for the degree of
Masters of Public Administration
University of Montana
1991

Approved by:

Date

^

Patrick Edgar, €ïiair
Board of Examiners

-------—

Graduate Dean^

f f /

/

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

UMI Number: EP39498

All rights reserved
INFORMATION TO ALL USERS
The quality of this reproduction is dependent upon the quality of the copy submitted.
In the unlikely event that the author did not send a complete manuscript
and there are missing pages, these will be noted. Also, if material had to be removed,
a note will indicate the deletion.

UMT
OiuMtation Publishing

UMI EP39498
Published by ProQuest LLC (2013). Copyright in the Dissertation held by the Author.
Microform Edition © ProQuest LLC.
All rights reserved. This work is protected against
unauthorized copying under Title 17, United States Code

ProOuest*
ProQuest LLC.
789 East Eisenhower Parkway
P.O. Box 1346
Ann Arbor, Ml 48106 -1 3 4 6

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

Acknowledgements
I wish to thank my program chair, Pat Edgar, for his assistance. His help
on this professional paper has been invaluable.
I am forever grateful to the City of Missoula for their continuing support
during the past years while I have worked towards fulfillment of the Masters of
Public Administration degree. My colleagues have been sources of advice and
support. They are role models that I will remember and mirror as I strive to attain
my future goals. The content of this paper is one effort to repay them for their
guidance. I also hope to follow in their footsteps by assisting other employees in
meeting their career goals.

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

TABLE OF C O N T E N T S

I.
II.

INTRODUCTION

................................................................................. 1

BACKGROUND ................................................................................... 4
History of the City of Missoula’s Manual ............................................. 4
Contract Language Considerations.......................................................... 6

REVISION PROCESS.......................................................................... 10
Format ...................................................................................................10
C ontent...................................................................................................12
IV . AMENDED VERSION ....................................................................... 34
III.

V.

C O N C LU S IO N ...............................................................................

129

A PPE N D IX...................................................................................................... 132
B IB LIO G R A PH Y........................................................................................... 204

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

I.

INTRODUCTION

A personnel manual is an effective tool in
communicating an employer's purpose and the policies which
will dictate operational methods.

Some employers prefer a

broad set of statements, while others select specific,
clearly defined rules of employment.

Either method offers

managers and employees an understanding of the guidelines on
which the employer is basing operations.

Once a manual is

established, distributed, and used, it is imperative to keep
it current to maintain effectiveness.

The manual must

concur with changes in the laws and changes in
organizational methods.
This professional paper provides a close review of the
City of Missoula's personnel manual revision process.

The

paper begins with an historical discussion of the City's
manual.

It then explains the need for a revision.

The next

section discusses the importance of considering whether the
manual will be an employment contract.

The next two

sections are the main focus of the paper and include the
actual revision process and the amended version of the
manual.

The conclusion summarizes the purpose of the paper.

The final version of the personnel manual is included as an
appendix.
A personnel manager's function within an organization
is to aid the administration in developing, revising, and
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administering personnel policies.

"In sum, personnel

management is a dynamic process that, in combination with
other management functions, shapes human resources in a
manner consistent with the goals of the organization and (it
is hoped) the workers" (Hays 1984, p. 82).

The personnel

manual can be a helpful source in meeting those ends for the
administrator.

A manual should not be written hastily.

Many careful considerations are critical to the success of
the final document and its use as a tool by managers.

The

purpose of this paper is to furnish readers with the
opportunity to fully review a personnel manual.

It

illustrates critical considerations for revising a manual,
which could be used in writing an original document, as
well.

Whether the reader is writing a manual for the public

or private sector, this information should be beneficial in
creating or revising a document that will be accurate and
"user friendly".
The reader should assume the position of a personnel
manager critically reviewing an existing personnel policy
manual at each juncture where a concept is introduced for
consideration.

The reader should gain a clear understanding

of the principles evaluated.

As stated previously,

organizations differ in their approach.

The final update of

the City of Missoula’s personnel policy manual is not a
template which will work for any agency.

However, some of

the considerations are universal, for example:
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1)

What

should be included in the definition section?

2)

What

is the agency's non-discrimination stance?

3)

What

type of progressive discipline policy is necessary

and feasible?
4)

How should the grievance procedure be structured?
The step-by-step process which follows can guide a

personnel administrator through a complex process.

Most

managers cannot devote the necessary time and research
required to produce a final document, explicit and user
friendly.

The key to this task is to realize that it will

be an ongoing process which must grow and develop with the
organization.

"Potency comes from knowing what is happening

and acting accordingly" (Herder 1986, p. 77).

A productive

administration will therefore keep in close touch with
employees and revise as frequently as necessary.
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II.

BACKGROUND

HISTORY OF THE CITY OF MISSOULA'S MANUAL
The City of Missoula compiled a personnel policy manual
in 1982 in order to establish an effective means for the
Mayor to communicate City policies to employees.

The manual

was adopted as Administrative Rule No. 4, pursuant to
Ordinance Number 2232, passed by the City Council on October
26, 1981.

Administrative Rules are one means by which the

Mayor can assert his/her executive powers by determining
guidelines for the City to administer operations.

The

personnel policy manual is perhaps the most important
because it defines daily work parameters and procedures.
Administrative Rules are posted for fourteen days for
employee comment and then filed in the City Clerk's vault.
In addition, the manual is distributed to all employees on
their first City work day.

The City's Personnel/EEO

Officer's responsibility is to maintain the manual so that
it is current with the Mayor's administrative guidelines,
state laws, federal laws, and personnel practices.

For two

years, an ongoing file of areas in the manual which needed
attention and revision was kept.

Then the revisions were

compiled into an updated manual with a new format.

The

Mayor's Administrative Assistant reviewed the changes and
offered his suggestions to clearly define the Mayor's
administrative policy objectives.

The department heads then
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reviewed the text to provide input and to discuss changes
and updates with their staffs.

The goal was to create a new

"user friendly" manual, current with laws and City policy,
to be referred to daily, that would be understood by both
the employer and employee.

"It is now accepted to involve

or consult with all groups affected when a new wide-ranging
proposal is being formulated...The wise practitioner will,
therefore, touch all bases before going forward with a
proposal that affects many groups" (Yoder, 1979, p. 1-4).
A personnel policy manual is, unfortunately, often used
as a reactive document, furnished to employees upon
employment and then "cubby holed" until a crisis arises.
The manual should, instead, guide their employment.

For

example, reading and understanding the manual may reveal a
policy that clearly favors the employees.

In this manner

the increased awareness generated by this professional paper
and revised manual will serve employers and employees.
Previous revisions to the personnel policy manual had
been very limited.

The personnel officer sent out memos to

the employees explaining the changes and posted each for
fourteen days to elicit employee comment.

After the comment

period was completed, an amendment to the administrative
rule was made and copies distributed to employees to be
attached to their manuals to update the particular section.
The manual was last updated in 1988.

That update

consisted of five changes, including minor revisions to the
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recruitment and selection process, changes to the
definitions of employment statuses to reflect changes in
State law, a revision to the holiday leave policy to reflect
new State law, a section pertaining to the receipt of
honoraria, and a change in the health insurance plan.

All

changes had occurred in the year prior to the update.
The current effort to update the manual is the first
major review of the manual since its inception.
Consequently, the purpose of many of the changes is to
increase clarity and to ease future confusion.
An amended version of the manual follows the
description of the revision process.

The areas of the

document which were deleted are crossed through while new
areas are highlighted.

The purpose of this amended version

is for ease of review by employees during the comment
period.

The final document is seventy pages in length and

is attached to this paper as an appendix.

CONTRACT LANGUAGE CONSIDERATIONS
The first consideration that should be given to a
personnel manual is whether the employer intends it to be a
contract of employment.

This should be stated clearly and

succinctly so that an employee does not misconstrue its
intent or use the manual in court as evidence of an
employer-employee contract.

The City of Missoula has had
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employment contracts for some positions.

Presently one is

in effect for the Historic Preservation Officer.

All

contracts are, as mandated by state law, to be approved by
the City Council.

The Mayor, City Attorney, and contract

holder sign the contracts.

Those contracts define

parameters of employment including salary, benefits,
duration and the specific goals and objectives of the
position.

The language contained within is clearly contract

language such as:
"WITNESSETH"
For and in consideration of the mutual promises and
agreements set forth herein, the City and Contractor
mutually stipulate and agree to the following
provisions:

If an employee is hired under a contract, and one of
the parties breaches that contract, then the employment
relationship can be severed. In the contract aforementioned
Section XI Termination Prior to Completion of Contract
defines the parameters for terminating the contract.
Unionized employees constitute another type of contract
employee.

The union contracts, of which the City has six,

define parameters of employment for the represented
employees.

Some of the parameters include: which employees

are represented, hours of work and overtime, compensation
and other benefits, and grievance and discharge procedures.
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Union employees receive a personnel policy manual, however,
their collective bargaining agreement supersedes the manual.
Another type of employment relationship is defined as
"at will" employment in which an employee can be "terminated
for good cause, for no cause, or even for a cause morally
wrong, without being thereby guilty of legal wrong"
(Tidwell, 1984, p. 293).

Legislative acts which have eroded

"at will" employment include the Civil Rights Act of 1964,
The Age Discrimination Act of 1978 and The Vocational
Rehabilitation Act of 1973 amended to The American With
Disabilities Act of 1990.

Additionally, the State of

Montana's Wrongful Discharge Act, adopted in 1987,

(Section

39-2-901 of the Montana Codes Annotated, Wrongful Discharge
from Employment) has basically outlawed employment at will
because it states that employees must be terminated for
cause.

If an employee is discharged, he/she must have the

due process of the law, which includes notice and the
opportunity to be heard.

The Fourteenth Amendment of the

United States Constitution also dictates this by stating
"nor shall any state deprive any person of life, liberty, or
property without due process of law."
Most personnel manuals will therefore serve the
employer who has employees defined between the two extremes
of either a contract employee or an employee "at will".

The

City of Missoula decided to create a manual which
established personnel administrative policies rather than a
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contract of employment.

The first revision to the manual

introduced a disclaimer stating that intent.
The following section begins the in-depth explanation
of the process involved in revising the format and content
of the City's personnel policy manual.

The reader should

refer to Chapter IV, Amended Version, in order to review the
text.
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III. REVISION PROCESS

Two aspects of the manual were revised, the format and
the content.

Each will be discussed in this section.

FORMAT
The format of a personnel manual is of the utmost
importance when considering the creation of a "user
friendly" document.

In 1982 the manual was produced as a 5

1/2 by 8 1/2 inch bound booklet.

The content was typed on a

standard 8 1/2 by 11 inch page and then reduced by half to
the booklet size.
read print.

The result was a small book with hard to

Its biggest drawback was that each time it was

amended, the amendments were on standard sized loose pages.
The result was that the amendments were frequently lost and
the updates were not reflected in the document.
Even though it is the employees' responsibility to
update their manuals, most employees did not. Thus, when
questions arose concerning a policy the Personnel Office had
to furnish additional copies of the amendments and further
explanations.

Additionally, a small booklet, while

sometimes convenient, is also prone to disappearing and
reprints were frequently necessary.
The revised version will be a full size 8 1/2 by 11
inch document contained in a three-ring binder.
of using a full size binder is to:

The purpose

(1) increase

10
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readability,

(2)

facilitate inclusion of amendments and

updates and,

(3)

include additional City information.

The first factor, readability, is fairly obvious.

If a

manual looks easy to read, employees may have fewer
apprehensions about trying to understand the document.

The

three ring binder is blue and entitled "The Blue Book",
Employee Information Handbook.
make

The title was an attempt to

the book an easily accessible and visible reference

therefore reducing the chances of losing it.
The second factor emphasizes facilitating amendments
and updates.

When amendments are made, employees can insert

them in the proper location in their binders, thereby
lowering the risk of loss and not having an updated manual.
The employees will be responsible for manual updating and
will sign a statement upon receipt agreeing to this.

The

signed statements will then be filed in their personnel
files.

This will relieve the personnel office from printing

entire new manuals, thereby lowering future costs.
The third factor refers to including other City
information in "The Blue Book".

The City has other

documents which are important to employment, including
policy memos and statements separate from those included in
the personnel manual, the summary plan document for the
health insurance plan. Public Employee Retirement System
booklets, and optional benefits offered such as purchase of
bonds, parking permits, and deferred compensation plans.
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is beneficial for employees to have a place to keep all
their information together for referral.
provides an easily accessible packet.

"The Blue Book"

This, in turn, should

also facilitate more use of the personnel manual and
greater awareness.

CONTENT
Every chapter from the 1988 personnel manual was
revised.

Some of the revisions were merely wording changes

for clarity, while others were based on either
administrative, state, or federal law changes.

Additions to

the manual include a chapter entitled "Employee Personnel
Records", an employee signature sheet, and an index.

This

section of the paper will explain each change, the basis of
the change, and how it was incorporated into the manual.

At

the beginning of the manual, a signature sheet was added
which states that the employee received the manual and is
responsible for maintaining it, including adding amendments.
The signature sheet will be collected at the time of
issuance and filed in the employee's personnel file.

The

signature sheet also includes a statement that the manual is
not to be construed as a contract.

An addition to Section

01-01 adds a statement that explains that the policy manual
provides employment guidelines, however, it is not a
contract.

The reasons for this were discussed at length in

the previous section.
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Also at the beginning of the manual, changes were made
to update the effective date of the amended policy manual.
The Table of Contents was updated to reflect the changes and
additions to the manual.

Chapter 1
Section 01-03, entitled Statement Concerning Controlled
Substance U s e , is new.

It refers to Section 07-16 which

clarifies the City's dismissal policy on substance use.

The

Drug Free Workplace Act, which Congress enacted in 1988,
prompted the addition.

This federal act requires direct

recipients of federal grants to certify that their
organization is a drug free workplace.

Presently, the City

receives grants through the State and is not a direct grant
recipient.

However, in the near future, the City will

become a direct grant recipient.

One of the requirements of

the act is to make a drug free workplace policy statement to
all employees.

This section is a precursor to the City's

fulfillment of the drug free workplace certification.
Section 01-06, Definitions, was the next amended
section.

The definition section is the key to understanding

terms within the manual. Terms and definitions were
therefore scrutinized for clarity and accuracy.
The term "City Officer" was not previously defined in
the manual.

The definition was derived from Black's Law

Dictionary.

"Division Head" also was not defined in the
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previous manual but appeared throughout the manual.

The

definition was written to reflect the manner in which the
City uses the term.
"Exempt Employee" was not originally defined.

The term

is derived from the Fair Labor Standards Act (F.L.S.A.)
amendments which were adopted by Congress in 1985 and
implemented through the Department of Labor.

The 1985

amendments were the first F.L.S.A. rules to dictate hour and
wage laws for government employees, which is why they were
not included in the manual.

It is the City's legal duty to

adhere to those set standards.

Exempt employees are those

who are excluded from the overtime provisions of the act.
The definition is critical to employees as an aid in
understanding what class of employee they are included
within.
The definition of "Mayor" was cumbersome and did not
include all the usages of the term within the manual.

"Or

his/her designee" is a key phrase that was added.
"Nepotism" was deleted from the definitions section
because it is defined in its entirety in Chapter 7. It was
not necessary to try to abbreviate the definition, which
might have lead to confusion or misrepresentation of the
term.
"Non-Exempt Employee" was not defined in the original
manual.

It was defined using the same information as

discussed under the term "exempt employee".
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The "Personnel Office" definition was deleted because a
full explanation of duties and responsibilities is included
in Chapter 2.

The definition was not useful or informative.

"Preference" was added because it is a term about which
employees had often inquired.
Chapter 3.

It is further described in

This was also the subject of a grievance, on

file at the City of Missoula Personnel Office, Williamson v.
Citv of Missoula, in which the intent of the word was
defined.
"Professional Employee" was not defined in past manuals
but refers to a class of employees exempt from certain
provisions of the Fair Labor Standards Act.

Therefore it

was important to add this definition.
"Retirement" was clarified by using the City's working
terminology.

A person is only considered a retiree and

eligible for certain City benefits if he/she receives
retirement benefits upon termination.
definition could have included

The previous

terminating employees who

left their money in the retirement fund, but did not receive
funds upon termination.

If they left their money in the

fund and met requirements set by the state Retirement Board,
they would be eligible for retirement benefits at a later
date.

This definition left some possible causes for

terminating employees to claim City retirement benefits
prematurely, such as health insurance.
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The term "Status” was added to refer readers to Chapter
4.

This chapter defines all of the employment statuses

within the City.

Chapter 2
Chapter

2,

Personnel Administration, has one addition.

Section 02-01-B explains the Mayor's authority to adopt
administrative rules.

Employees often do not understand

this concept although it is integral to City employment
policies.

They should know where they can have access to

all work rules and the method for their adoption.

Employees

have fourteen days to comment on all new rules and should
take advantage of the opportunity.

Chapter 3
Chapter 3, Recruitment and Selection, incorporated
changes which the Personnel Office has implemented in the
recruitment and selection process over the past several
years.

This section focuses on the working relationships

between supervisors and the Personnel Office in maintaining
a non-discriminatory, equitable selection process.

Two laws

which have changed recently are the Veterans' Preference
A c t . Section 39-29-101 et seq. of the Montana Codes
Annotated and the federal disability act known as the
Americans With Disabilities Act of 1990.

The state law

affecting Veterans' Preference previously required that a
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veteran would be the successful candidate if two applicants
were substantially equally qualified for a position.

Now

the law mirrors the federal law which gives qualifying
veterans additional points in a scoring procedure if they
receive more than 70 percent of the points possible.
The State Handicapped Persons' Employment Preference
law in Section 39-30-101 et seq. of the Montana Codes
Annotated remained the same, although the new federal law
has been cheered as the Civil Rights Act for the disabled.
The law will go into effect July 26, 1992.

It states that

employers must make efforts to hire the disabled, if they
are qualified for a position, even if it requires some
adjustments to the workplace.
cost prohibitive.

These alterations must not be

The City followed these guidelines well

before the act was passed and continues to make efforts to
accommodate the disabled employee.

It was decided to not

fully explain these laws in the manual, but to assure that
the supervisors were aware of the considerations and by
conferring with the Personnel Office.
The main emphasis in this section was to assure that
supervisors work closely with the Personnel Office during
the recruitment process.

The process allows for job

advancement opportunity within the City.

An important

addition was that all interested City applicants receive
interviews and are then contacted in writing and in person
explicating position selection criteria.

This furnishes
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employees with the opportunity to work towards promotions
and furthering their career goals.

In the public sector,

bonuses are not often available, and the administration
wanted to ensure that employees have avenues for growth.

If

employees are not given latitude for employment changes then
they will eventually move on to other organizations in an
effort to meet their needs.

This incurs financial loss to

the City, even though the loss of gained knowledge is hard
to quantify.
One other similar change in this section was to give
departmental temporary and seasonal employees preference.
Administrative Rule Number 6 was changed in May 1990, which
specifies rules for temporary and seasonal employees.

This

new preference recognizes that temporary employees often
gain extensive knowledge about a job and a department.

It

is to the City’s advantage to allow those individuals the
opportunity for regular employment which might entail using
that gained information.

It also offers incentive to people

to apply for temporary positions because of the possibility
of attaining regular City employment. This new policy has
been in place for nearly one year and has saved money which
would have been spent on recruiting.

It has proven to be an

incentive to temporary employees who attained regular City
employment, and in turn, the city has recognized some very
able and productive employees.

Other minor changes were

made throughout this section, however, those mentioned above
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are the most substantial and explain the intent behind the
other changes.

Chapter 4
One substantial change was made in Chapter 4 , Employee
Status.

The term "permanent", referring to an employee's

status, was changed to "regular".

The change, although

seemingly one of semantics, was made to avoid implying more
of an employment relationship than actually exists.

Stating

that an employee is permanent might suggest that they have
employment as long as they wish, or possibly forever.
Regular describes the relationship more clearly.

The

employee is a normal worker who works under the rules of the
City.

The change is one more effort to discourage the

notion of an employee having an employment contract or being
guaranteed their position forever.

The term "permanent"

was changed to "regular" throughout the manual.
One change was made in Section 04-02.

The manner in

which the Personnel Office handles status changes was
delineated.

Chapter 5
A survey on employee access to records performed by the
Society for Human Resource Management showed that "The top
benefit named by most employers was better management —
employee relations" (Prentice-Hall 1984, p. 921).
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5, Employee Personnel Records, is a new chapter which
describes the employee's personnel file and his/her right of
review.

It also states that each employee is responsible

for knowing what his/her file contains and for submitting
necessary changes.

Some offices maintain separate files,

however that information cannot be used as a basis for
reprimand or termination.

Only the information in the

official personnel file can be used as evidence of employee
conduct and work record.

Chapter 6
Chapter 6, Employee Benefits, is directly derived from
state laws dictating employees' leave accrual and use.
Minor changes were made for clarity since the laws have not
changed.
Section 06-01-B-4, added a statement that vacation
leave cannot be used without prior approval of the
employee's department/division head.

This was necessary

because some employees were demanding to use their accrued
vacation at any time.

The City had to reserve the right to

schedule vacations in order to maintain efficiency in the
workplace.
Sections 06-01-G, Donation of Vacation Leave, and
Section 06-01-H, Receipt of Donated Vacation Leave, are new
sections which describe a portion of a policy that had been
implemented several years ago, but had never been formalized

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

21

as an administrative rule.

These policies permit employees

the opportunity to donate vacation time to other employees
who have an illness, medical disability, or must attend to a
family member and do not have enough leave time accrued.
This policy has proven to be a very humane one in which
employees can come to the aid of a fellow employee in need.
Section 06-02-H, Donation of Sick Leave, and Section
06-02-1, Receipt of Donated Sick Leave, is a new policy
which is based on a 1989 addition to Section 2-18-618, Sick
Leave. of the Montana Codes Annotated which states:

"A

local government may establish and administer through local
rules a sick leave fund into which its employees may
contribute a portion of their accumulated sick leave."

In

conjunction with the above policy, this policy works well
for employee and employer alike.

A cap of 480 hours of

donated sick and vacation leave combined has been placed on
the amount that can be received by any one employee in a
twelve month period.

The cap was put in place because

departments were having difficulty maintaining operations
while suffering the loss of an employee and were unable to
hire a temporary replacement as the employee was still
receiving full pay.

With this cap in place, after three

months the department can hire a temporary if necessary.
Section 06-01-1, Prior Service With Another State
Aaencv. is a state law which affects all state agencies (the
City is often considered a state agency, depending on the
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wording of the law), that was not implemented by the State
until 1989.

The law is from Section 2-18-611 et seq.,

Annual Vacation Leave
states:

"(l)

and

Section 2-18-612, Rate Earned,

Vacation leave credits are earned at a yearly

rate calculated in accordance with the following schedule,
which applies to the total years of an employee's employment
with any aaencv whether the employment is continuous or not"
(emphasis supplied).

The City devised a form and now

informs all employees of their right to use service time
from other state agencies towards their vacation accrual
rate.

This is one more area where employees can benefit

from reading their personnel policy manuals.
Section 06-03, Leave Without Pav. was revised for
administrative purposes.

According to the old policy, when

employees were on a leave without pay the date used for
their seniority and longevity had to be adjusted.

This was

cumbersome for leaves of one or two days, so this policy was
changed to require an adjustment only after 15 working days
on leave without pay in a twelve month period.
Section 06-07, Educational Leave, was rewritten to
reflect the intent of the Fair Labor Standards Act and to
increase the City's reimbursement for employees who attend
classes to a maximum of $500 per year.

This policy allows

an employee to attend school in a job related field and
receive reimbursement as well as time away from work.
However, it is not to be confused with the policy covering
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seminars and classes to which the City sends employees for
job enhancement.

Those seminars are paid directly by the

City and employees receive compensatory time if they attend
on their own time rather than during working hours.

A

differentiation had to be made as the difference between the
two policies had confused supervisors, as well as their
employees.

The F.L.S.A. is specific about the receipt of

compensatory time and it must be enforced.
Section 06-12, Health and Dental Insurance, received
some subtle, yet important, changes.

The first change

reflected the change in the plan name to the Employee
Benefit Plan Fund.

It had previously been a trust fund.

After the Finance Office was audited, it was deemed that the
fund was not a true trust fund, therefore, the name was
changed.

Section 06-12-A notifies the employees that they

will be furnished copies of the summary plan document and it
is their responsibility to seek assistance in
interpretation.

Similar terminology is used upon furnishing

employees with that document.

The summary plan document was

updated simultaneously with the personnel policy manual for
some of the same reasons contained in the introduction to
this paper and will be included in "The Blue Book."
One word was changed in Section 06-12-A and B.

"Full"

was changed to "appropriate and/or same" to give the City
some latitude.

Presently, the City pays the full health

insurance premium for full-time regular employees.
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as insurance costs mount, it might become necessary for
employees to contribute towards the premium.

This section

might be overlooked during an administrative change and an
employee on Workers' Compensation, or one who works only on
the first day of the month, could expect the City to pay
their full premium if the statement remained unchanged.
In Section 06-12-C a statement was added to inform
retirees

that they are not eligible for dental benefits.

This has always been the policy.

Section 06-12-D clarifies

that employees working less than 20 hours per week are not
eligible for health insurance.
Section 06-12-F is a new statement explaining the
existence of the Employee Advisory Committee.

The City

administration values employee input on programs and policy.
This is one avenue for employees to participate in the
selection and administration of their benefits.

In

addition, the health insurance benefit is an integral part
of the City's collective bargaining agreements.

It would be

cumbersome to bargain a different health insurance benefit
for each of the seven existing agreements.
employees

Therefore,

have generally agreed that this committee will

aid in the resolution of determining the health insurance
benefits.
Section 06-12-G, Appealing of a Denial of an Insurance
Claim, now clarifies the appeal process by breaking it into
steps for an employee to follow.

The procedure has not
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Changed, however, this descriptive change will, hopefully,
alleviate some employee questions.
Section 06-14, Workers' Compensation Insurance, was
expanded to inform employees of their responsibility to
report work related injuries to their supervisors.

This

facilitates the receipt of benefits when necessary.

A cost

containment step was also added to this section by the City
administration.

Section G now states that employees will be

terminated if they are unable to return to their jobs after
six months on Workers' Compensation.

This provides an

incentive for employees to return to work as soon as
possible.

In the City's experience, the longer an employee

is off work, the less likely he/she is to return.

The

clause that follows. Section 06-14-G2, states that
exceptions can be made, which leaves the door open for the
City, but notifies the employee that their case will be
carefully scrutinized.

Section 06-14-Gl explains work

return preference as it appears in the Workers' Compensation
Act, Section 39-71-101, Montana Codes Annotated.

The intent

of this policy is for the employee and employer to closely
monitor Workers' Compensation cases.

All too often, an

employee can remain on the payroll for a year or more while
collecting Workers' Compensation, causing the individual's
department to suffer inefficiency due to operating short of
an employee.

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

26

Section 6-14-H was originally a different section of
the manual that belonged under Workers' Compensation.

It

refers to police officers who are out of work because of a
work related injury.

One clause in the old manual could

possibly have been interpreted to mean that police officers
continued to accrue sick and vacation leave benefits while
collecting Workers' Compensation.

The City Attorney

received from the Montana Attorney General, Mike Greely,
Attorney General Opinion No. 114 (October 6 , 1988) stating
that the Metropolitan Police Act does not provide for sick
and vacation benefits while an employee is collecting
Worker's Compensation:
HELD:

Under section 7-32-4132, MCA, a police

officer of a first- or second-class municipality
who is injured in the performance of duty, is
entitled to the difference between any workers'
compensation benefits he receives and his regular
salary.

However, the statute does not provide for

the accrual of either vacation or sick leave
benefits during the period of disability.
However, the manual was confusing on this point and an
officer filed a grievance in 1990 on just that point,
claiming that the manual was providing additional benefits.
The grievance went through all steps of the collective
bargaining agreement grievance procedure and could go to
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arbitration.

However, to date, the claim has not been

filed.
Section 06-17, Employee Incentive Program concerns a
program established by the Mayor in 1990 to provide a means
of improving morale and efficiency in the workplace.

The

description in the manual is purposely broad to allow for
change in the program because of its newness.

This

committee is comprised of employees from throughout the City
to assure that employees have ownership in the program.
They derived the three goals of the program.

As stated

previously, efforts must be made to reward public sector
employees.

This is another means to reach that end when

budgets are restrictive.
Section 06-18, Non-Union Pav Plan, is a new section
referring to Administrative Rule No. 5 which explains how
non-union employees are compensated.

This is crucial

information for non-union employees.

Additionally, this

section explains when employees are paid, a very common
question and a simple one to address.

Chapter 7
Chapter 7, Employee Work Rules, incorporates some
crucial changes made by the administration, several of which
are responses to problems which arose from interpretation of
the manual.

The first change to the chapter was to

reorganize the sections into a more appropriate order.
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information pertaining to hours worked was placed together
in subsections 02, 03, and 04.
The sections entitled Overtime and

Compensatory Time

(new Sections 07-03 and 07-04) had been areas of confusion.
The intent of this revision was to delineate the difference
between exempt and non-exempt employees.
section refers to non-exempt employees.

The overtime
The addition of

B-1 represents an effort to monitor the accrual of
compensatory time and not allow large accumulations which
must be paid to an employee at termination if not used.
Therefore a maximum of 40 hours was set with the
responsibility placed on the department heads to see that
the policy is adhered to.

Section 07-04-A was added to

notify employees that all compensatory time must be
authorized.
Section 07-09, Employee Notification, is a new section
which notifies employees that they must furnish their
supervisor with current telephone numbers and addresses
where they can be contacted.

This was added to the manual

because of a grievance in which the employee stated that he
was reachable, although the City's information was not
current.

He wanted to be compensated for showing up for

work on a day when he did not have to work.

This new policy

clarifies the issue and should prevent future
misunderstandings.
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Section 07-10, Travel and Per Diem, now refers to the
appropriate Administrative Rule.

The proper procedure to

follow is outlined in Administrative Rule #1.
Section 07-11, Probationarv Status, incorporates all
information from throughout the manual pertinent to
probationary status.

The length of the probationary period,

six months, is defined as well as the format for appraising
the performance of a probationary employee.

A new provision

added in D-3 allows for an extension of the probationary
period.

This policy shows the willingness of the City to

work with employees on maintaining their employment and will
help the City to avoid losing their investment in training a
new employee.

However, it is clearly stated that these

employees are subject to dismissal and that the provisions
of the extension must be monitored by the Personnel Office.
Section 07-13, Transfers. is a new section which
clarifies a policy that is very important to employees.
Transferring to another department can give an employee the
opportunity to expand his/her career goals or simply to seek
a change.

Prior to making such a decision, however, the

employee has to know what his/her options are.

This section

is clear, concise, and helpful to the employees in
understanding their options.
Section 07-15, Disciplinarv Procedures, was changed in
response to problems which arose with the previous policy.
A progressive disciplinary policy allows a means for a
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supervisor to work with an employee on deficiencies in the
performance of his/her duties.

However, it is crucial to

have timely performance appraisals which accurately monitor
performance and explain to an employee the areas in which he
or she needs to improve.

It is much more effective not to

use a harsh means of discipline initially because the
employee’s reaction is often one of defensiveness.
Therefore an initial statement was added in Section 07-15
that refers to constant communication and feedback between
supervisors and their employees.

If that method does not

prove to be effective, it might be necessary to proceed with
discipline.

However, a supervisor must realize that this

will often lead to bad feelings and should be handled
delicately, with the aid of the Personnel Officer.
Section 07-15-A, First Offense, was changed to
delineate what a warning should contain.

The warning will

remain in effect for six months rather than 30 days.
Additionally, by using the terminology "remains in effect",
the documentation concerning the warning will remain in the
personnel file rather than be removed.

In this manner,

there will be an unbroken historical trail of an employee's
performance.

In the past, when the warning was removed from

the file, there was no record of the incident.

The 30-day

period was not long enough to monitor an employee’s
behavior.

Also, most supervisors used a written warning as

a last resort after attempting to work with an employee on
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the problem.

By the time a warning was written, 30 days did

not reflect the level of disciplinary action necessary.
Finally, a statement was added to this section to explain to
the employee that he/she had a right to respond to the
warning.
07-15-B, Second Offense, remained the same except the
effective time was lengthened to one year.

To reiterate,

when a supervisor is to the point of taking disciplinary
action, the situation has usually become frustrating and
difficult to solve.

The supervisor must state the

consequences of continued inappropriate actions by the
employee and be prepared for a defensive reaction.

He or

she must realize that it may become more difficult and may
take quite a while to resolve the performance problem.

One

year should allow adequate time.
Performance must be evaluated regularly and in a
positive manner.

However, if that proves to be ineffective,

the longer duration of the warning periods will allow for
adequate monitoring and possible termination, if necessary.
Section 07-16-C, Dismissal for Cause, adds two new
reasons for dismissal:
9.
12.

Unauthorized absence from work
Possession, use distribution, or manufacture
of a controlled substance in the workplace.
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Chapter 8
Chapter 8 , Grievance Procedure/Discrimination Claim
Procedure is an important, portion of the manual which
needed little revision.

It affords employees the right of

due process when they believe that they have been
discriminated against or if they have a dispute over the
interpretation of the personnel manual.
laid out in detail.

The procedure is

It gives an employee the right to be

heard in front of their peers.

The only changes to this

section were to allow working days rather than calendar days
for certain guidelines to be met.

This was an effort to

permit enough time for each party to compile and review
information on the case.

In the past, the time constraints

set forth were too restrictive.

Chapter 9
Chapter 9, Safety and Work Conditions, remained
basically the same with only minor wording changes for
clarity.

A chapter in the previous manual entitled Career

Development was deleted.

It did not play a significant role

in the manual and the information was already covered in
other sections.

Index
An index was added to the end of the manual to
facilitate use.

The table of contents had often been found
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insufficient to locate particular information.

The index

offers a quick reference and is the final touch needed for
this "user friendly" revision.
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AMENDED VERSION

The amended version of the City of Missoula's personnel
policy manual follows.

The areas of the document which were

deleted are crossed through, new areas are highlighted.
purpose of the amended version is for ease of review by
employees during the fourteen day comment period.
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Introduction to the Personnel Policy Manual
Format
This manual is divided into chapters and each chapter is
divided into specific policies and guidelines. A
seven-digit number is assigned to identify the chapter
number, the policy or guideline number and the page number.
The number is structured as shown in the following
illustration:
01-11-026
01 - Chapter Number♦
11 « Policy or Guideline Number within the
Chapter.
026” Page Number within the Manual.
Page numbers within this manual may change as new policies
and guidelines are adopted, revised or deleted. If new
additions exceed the page length of the old policy.
Chapter Number.
Poli ey—er— Gu ideline Number--with in the
Chapter.
Page Number within the ManualPage numbers within this manual may change as -new pelleies
and guidelines are revised or adopted.
If-now additions
exceed -the page-length of-the-old policy ,- then the page
number will reflect an alphabetical listing so as not to
upset the numbering system of the rest of the manual. An
|x|m|l||----An--e .
x ampletIf policy number 01-11-026 is 1 page long and is
replaced by a policy which is 3 pages long, the new
page numbers will be:
01-11-026
01-ll-026a
01-ll-026b
This will preclude renumbering the entire manual as
additions, revisions or deletions are made to the personnel
policy manual.This will preclude renumbering the entire
manual ao revisions; -additiona and- medif-icationo are made to
the personnel policy manual.
Proposed additions to this manual will be posted pursuant to
the Administrative Rules Ordinance. All new additions will
show the effective date the policy or guideline starts.
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CHAPTER I
GENERAL PROVISIONS
feootion- 01-01 -

Purpose

The purpose of this Personnel Policy Manual is to establish
a system of personnel administration for the City of
Missoula that is efficient, equitable, and functional. Æ h i s
manual is dedicated to merit principles and governs rules,
policies and conditions of employment for City personnel.
The Personnel Policy Manual, while providing guidelines,
should
not be construed as a contract between the City of
Missoula and its employees.
Section 01-02 -

statement of Non-DlscrImination

Thio manual io dedicated to merit prinoiples-and-govorno
oonditiono of employment for City personnels
Seete-ien

— ---------- Statement.of.Nen-Diser imination

A.

The City is dedicated to a policy of
non-discrimination in which no individual shall be
discriminated against with regard to compensation,
terms, conditions,
or other privileges of
employment because of race, ancestry, color,
handicap, religion, national origin, sex, age,
marital status, creed, ex-offender status,
physical condition, political belief, or public
assistance status.

B.

The City is committed to Equal Employment
Opportunity Guidelines. All provisions of this
manual, in regard to employment, shall be
administered in accordance with the provisions
contained in such Equal Employment Opportunity
Guidelines.

C.

Mayor's statement on Affirmative Action.
Policv Statement
The Mayor of the City of Missoula is committed to
implement affirmative action to provide all
persons equal opportunity for employment without
regard to race, color, handicap, religion, creed,
national origin, age, marital status, or sex.
In
keeping with this commitment, we are assigning to
all department heads and their staff the
responsibility of actively facilitating equal
opportunity for present employees, applicants and
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trainees. This responsibility shall include
assurance that employment decisions are based on
furthering the principle of equal employment
opportunities by imposing only valid requirements
for employment and assuring that all personnel
actions are administered on the basis of job
necessity.
Specific responsibility for development, implemen
tation, monitoring and reporting are assigned to
the City Personnel Office under the supervision of
the Mayor.
It is the policy of the City of Missoula to take
affirmative action to eliminate discrimination in
personnel policies and procedures that have
adverse impact on the "affected class" unless sex,
ex-offender's status, and/or physical or mental
handicap relates to a bona fide occupational
qualification.
Equal opportunities shall be
provided for all City employees during their terms
of employment. All applicants for City employment
shall be recruited from the available labor market
and employed on the basis of their qualifications
and abilities.
The City of Missoula, where practical, shall
utilize minority-owned enterprises and shall
ensure that subcontractors and vendors comply with
this policy.
Failure of subcontractors and
vendors to comply with this policy statement shall
jeopardize initial, continued or renewed funds.
Our commitment is intended to promote equal oppor
tunity in all employment practices and provide a
positive program of affirmative action for the
City of Missoula, its employees, C.E.T.A. program
pa-rtieipantgy trainees and applicants.
section 01-03-

statement Concerning Controlled

The City of Missoula will strictly enforce the prohibition
of possession, use, distribution or manufacture of a
controlled substance in the work-place.
Immediate action,
pursuant to section 7-16 of this manual, will be taken with
any employee engaged in the above activities in the workplace.
section 01-04 fiootion 01-03—

Conflict of Law
Confliot - of Law
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In situations where the provisions of this personnel policy
manual conflict with City Ordinance, State Statute, Federal
Law, or a collective bargaining agreement, the provisions of
said ordinance, statute, law, or collective bargaining
agreement, shall supersede the conflicting provisions in
this manual.
section 01-05 .

severability

If any section,subsection, sentence, clause, phrase or word
of this manual is for any reason held to be invalid or
unconstitutional, such decision shall not affect the
validity of the remaining portions of this manual. The City
hereby declares that it would have put into effect this
manual and each section, subsection, sentence, clause,
phrase, and words thereof, irrespective of the fact that any
one or more sections, subsections, sentences, clauses,
phrases or words have been declared invalid or
unconstitutional, and if for any reason this manual should
be declared invalid or unconstitutional, then the remaining
manual provisions will be in full force and effect.
Section 01-06 -

Definitions

For the purpose of this manual, the following terms are
defined as below:
Affinity - relationship by marriage.
Sect ion-0 1— 0 4 — --------- Severability
I-f— any- portions— or- a—opoei-flo provision of this policy are
declared invalid, the-remai-nder— e ha-l-l—not—be—affooted.
Seet-ion 01-05— --------- Dofinitiono
Affinity------- rolationsh-ip-by marriage.
Appropriate Authority -

the Mayor except where such power
stated has been delegated to a
supervisor or department head.

Authorized - authority that has been delegated by the
Mayor;Authorieed
authority that has boon delegated -by the
Mayer-r
Cause -

employee's conduct, action, or lack of action that
has led to disciplinary sanctions directed towards
the employee by a supervisor or department head
that ranges from a verbal reprimand to job
dismissal.
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Officer - one who holds an office of the municipality.
city-officor - Roporvodr- ....................................
Conflict of Interest -

an employee engaging in outside
employment or activities that
conflict with City interests or the
employee's ability to
satisfactorily perform his/her
duties as a City employee.

Compensatory Time - time spent working for the City by
employees not eligible for overtime that
is in excess of their regularly
scheduled work hours.
Consanguinity Consecutive -

employment that regularly lasts from week to
week and month to month in a given year.

Department Head -

Dismissal -

blood relationship; descent from a
common ancestor.

a City employee who has the powers,
duties, and responsibilities of
operating and administering a specific
department. and rooponoibil-ities-of
operating-and controlling a specific
department .

the involuntary termination of employment for
reasons other than lack of funds, lack of
work, retirement or resignation.

Division Head -

a City employee who has the powers,
duties, and responsibilities of
operating and administering a specific
division within a department,

Ëxempt Employee -

employees who are by law excluded from
the overtime and/or minimum wage
provisions of the Fair labor standards
Act*:

Eligible Emplovoos--

Exempt Employee

employees that are permanent
full-time, permanent part-time,— er
temporary in a continuous
empl-eymont— status ef 6 montho-for
vacation leave, military leave,
benefit leave use; and 00
eontinuous-days-for sick-leave
benefit use.

■Reoervod .■
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Flex-Time -

an adjustment of employee working hours that
varies from the regularly scheduled working
hours.

Grievance -

a complaint or dispute initiated by a
non-union/non-association City employee over
the application, meaning, or interpretation
of this Personnel Policy Manual, except that
layoffs and terminations shall not be
considered grievances.

Immediate Family -

parents, grandparents, siblings,
children, grandchildren, of the employee
or spouse; son-in-law or
daughter-in-law, or any individual who
has become a permanent member of the
employee's household.

Inefficiency - inadequate performance at work duties as work
duties are described in the employee's
position job description.

Leave Leave

Mayor -

authorized time off work for
vacation leave.

— author-iged time off -work for employee use of
vacation leave, sick leave, disability leave,
leave without pay, holiday leave, military leave,
education leave, sabbatical leave, jury duty or
serve as a witness leave.
the Chief Executive Officer of the City or his/her
designee.

Mon-Exempt Employee -

Overtime -

Mayor

use

employees who are not excluded from
the overtime and/or minimum wage
provisions of the Fair Labor
Standards Acti

compensation for non-exempt employees,
pursuant to Fair Labor Standards Act, for
hours worked in excess of 40 hours in a work
week.

the poworo, duties, e nd-respongibilitico
aseeeiated
with the Chief Executive—Offioor of
the G-i-ty'
f

Nepotism------- the bestowal of patrenage-fey reason of
relationship.
Non-Exompt Employee

-Roseryod.
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Overtime------- compensation for houro worked in g k o c o o of 40
hours— in a work weekf for non-exempt
employees*
Personnel Qffiee— -— the Personnel Director^ Personne1/BBO
Offloor,— or any supervisor-se designated
by- the Mayor*
Preferrod- Status
Reserved*
THE FOLLOWING TEXT WAS MOVED
Performance Appraisal -

Preference -

process by which City employees are
appraised on the execution of the
duties and responsibilities of the
employee's position.

opportunity for City employees to be
considered first for vacant positions (see
Section 3-02).

Professional Employees

Reserved *

Retirement---- volunta ry or physical disability termination
of an employeo-oligible to receive retirement
benef itSiRosienat-ien--- voluntary termination

by an employee*

Supervisors--- any individual having authority in the
■
interest of— t h e -City to assign and direct
other employees^— adjust employees'
grievances, discipline other— employees ,
THE PREGEDINC-TEXT-WA5-MOVED
Probation -

the 6 -month period from the initial hiring,
transfer, demotion, or promotion date during
which the work performance and conduct of the
employee is appraised to determine whether
regular status will be granted.

Professional Employees -

employees employed in a bona
fide professiona 1 capacity as
defined by the Fair Labor
Standards Acti

Resignation - voluntary termination by an employee.
Retirement -

voluntary or physical disability termination
of an employee who will receive retirement
benefits immedlately upon termi nation*
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Status -

See chapter 4 for definitions of employment
categories.

supervisors -

any individual authorized to assign and
direct other employees, adjust employees'
grievances, discipline other employees,
perform performance appraisals, and exercise
authority delegated to him/her by his/her
department head that is not of a merely
routine or clerical nature but regu ire s the
use of independent judgment.

fMfiition -

an employee being separated from employment
due to retirement *-end— exorcise-authority
delegated to him/her by his/her— department
head that is not of a merely-routine or
clerical nature but requires the use of
independent— judgment.

Termination -

an employee being separated-from employment
due to retiromentey resignation, temporary
nature of the position, or temporary nature
o f ■the-positionr or end of term of employment
or appointment.

Transfer -

an employee changing employment from one
department to another.
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CHAPTER II
PERSONNEL ADMINISTRATION
Section 02-01 -

Administration

A.

Under Chapter 2.02 of the Missoula Municipal Code,
the Mayor is directed to administer all City
personnel actions, including the right to
establish, administer, and amend the provisions of
this manual.

B.

The Mayor has the authority, pursuant to Montana
Codes Annotated 7-1-4126 and City of Missoula
Ordinance Number 2232, to adopt administrative
rules in order to administer City services and to
supervise city activities and personnel in a fair
and equitable manner.
1.

C.

The administrative rules shall be posted for
comments in the City clerk's office for two
weeks prior to adoption*
Subsequently, all
rules so adopted shall be entered into an
administrative code available in the City
Clerk's office.

The provisions of this manual shall not be
construed as limiting the power and authority of
any City officer, department head, or division
head to make departmental rules and regulations
governing the performance of employees.
The-provi-si-ens-of this manual shall not bo
construed as limiting the power-and authority of
any City Officer or Department Head to make
departmental rules an d -régulâtionsgeverning the
performance of employees.
Such departmental rules
and regulations, however, shall not conflict with
provisions of this manual.

W:

-€ -r

Suggestions for amendments to this manual are
welcomed at any time from employees covered
by the manual's provisions.
All suggestions
shall be submitted in writing to the
Personnel Office.

Section 02-02 -

Citv Council

The City Council shall have the responsibility and authority
to participate in personnel administration duties that are
authorized by State Statute, City Ordinance, provisions
listed in Chapter 2.06 of the Missoula Municipal Code, and
provisions listed in this personnel policy manual.
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Section 02-03 .
Citizen
ncotien oa-ea — ------ :
-- CitiBon Boards
The policies of this personnel manual shall not conflict
with the powers, duties and responsibilities that are
reserved, by law, for citizen boards.
Section 02-04 B e a d s '

city officers/Department Heads/Division

City officers and department/division heads shall have the
responsibility to;
Geotion- -02-0 4— ----------G itv-Of-fieere/Beoartmont Hoads
City-Of f-ioer-o
rospensi-bii it^ to :

Heads- eha-l"! -havo the

A.

Administer the City personnel policies in their
department.

B.

Keep employees in their departments informed of
current personnel policies.

C.

Administer discipline in accordance with
departmental rules and personnel policies set
forth in this manual.

D.

Participate in grievance procedures.

E.

Provide the Personnel Office and other appropriate
offices with the necessary information for
conducting labor negotiations.

F.

Participate in labor negotiations.

G.

Request a position announcement and give
appropriate title classification to the Personnel
Office.

H.

Make appointments of employees to positions in
their departments.

Section 02-05 -

Personnel Office

The Personnel Office shall have the responsibility and
authority to:
A.

Administer the policies and procedures set forth
in this manual.
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B.

c.

Inform City officers, department heads, and
division heads of personnel policies and
procedures that affect the operation of their
departments#
Inform City officers^ department heads, and
division heads of changes in the manual's
policies.
Koop-City Officers/Department Heads inf©rmed o#
personnel policies and--proeeduree- that aff-eet the
operation of their departments.
Keep City Off-icoro/Department-Heado-inferaod-of
changes in the-manual'a policies.

D.

See that Equal Employment Opportunity, Affirmative
Action and non-discrimination policies are adhered
to.

E.

Maintain a roster of all City employees.

F.

Maintain a job and salary classification plan.

G.

Participate in grievance procedures.

H.

Administer all personnel recruiting activities.

I.

Notify the appropriate advertising agencies when a
job vacancy presents itself.

J.

Conduct pre-employment investigations into the
qualifications of applicants.

K.

Conduct orientation for new employees.

T HE-FOLLOWING TEXT WAS MOVED
L.
THE PREGEDING-TEXT-W A G MOVED
Maintain personnel records.
THE FOLLOWING TEXT WAS MOVED
M.
THE PRECEDING TEXT-WAS MOVED
Protect the security and confidentiality of all
personnel records.
THE FOLLOWING TEXT WAS MOVED
N.
Administer employee benefits including, but not
limited to, the employee's health benefit plan,
Workers* Compensation, deferred compensation.
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^ b l i c Employees» Retirement System, and employee
incentive programs.
Maintain oaroor dovelopmont programs for City
employees*
O.
THE rRECEDIMC TEXT WAS MOVED
Keep updated on appropriate insurance, compensation,
and other claims that City employees may bring forth.
THEFOLLOWING TEXT WAS MOVED
P.
Maintain career development and training programs
for City employees.
U

THE PRECEDING TEXT WAS MOVED
When possible, conduct exit interviews with City
employees who have resigned, retired, terminated,— been
terminated, or been dismissed.
»

*

»

a

»

a

»

#

A

Perform all duties designated to the office by the
appropriate authority.
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CHAPTER III
PFCRTTTTMENT AND SELECTION
Section 03-01 -

Policy

A.

In accordance with sound merit principles,
recruitment and selection of personnel will go to
the most properly qualified persons.

B.

As stated in Chapter One, the City is dedicated to
Affirmative Action, non-discrimination, and Equal
Employment Opportunity Guidelines.

C.

The City may take advantage of job training
programs available in the community.

Section 03-02 -

City Employee Preference

Regular full-time, regular part-time, and departmental
temporary and seasonal employees, who possess the necessary
qualifications for the vacant position, that apply for
promotion or transfer, shall be given preference with first
consideration given to those employees working in the
department where the vacancy exists.Proforonoo shall bo
given to pormanont full-time and-p ermanent-part-timo City
employees-; threugh premotion or-transfer, who possess the
neeossary qualifieetiens- for the vacant position with first
considoration-givon-te-those employees-working in the
depar-tmont-wher-e-t-h e -vaeaRey oxistsA.

A City employee is allowed to transfer from one
department to another provided:
1.

There is an authorized position vacancy;

2.

The employee is qualified for the position
and has applied for it; and

3.

The hiring authority deems the applicant
possesses the necessary qualifications and
selects the applicant.

Section 03-03 -

Countv Employee Preference

In general, no hiring preference will be given to County
employees for vacant City positions, however, situations
covered by interlocal agreements will be considered on a
case’-by-rcase basisi
The Personnel Offioo-ghall— supply to all
department heads for posting an advanced notiee—©#
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tho poaition vaoanoy prior to -advertising—the
position vaoaBey-r
nootion- 03-03— ----------County Emplovoo Proforonce
A-i

County transfer proeodure.

Reserved-r
Section 03-04 -

Recruitment and Selection Process

The recruitment process will begin when the Personnel office
receives a request from the department/division head in
conjunction with a letter of resignation from the employee
currently in the position.
In the case of a newly created
and budgeted position, the recruitment process will begin
when the department/division head notifies the Personnel

Office'^
The department/division head will meet with the Personnel
Office to review the job description, status, salary,
application deadline, and proposed date of hire based upon
budgetary considerations i
A.

In-house Recruitmëht
The Personnel Office will then initiate the
in-house recruitment process by circulating a
position vacancy announcement to all
departments for posting.
a.
2.

All in-house applicants shall be interviewed
for the position and be notified in person
and in writing as to the basis of the
selection decision.
a.

B.

The departmental posting period shall be
at least five days.

The department/division head may decide
to open the position up to outside
applicants and consider in-house
applicants within the total applicant
pool,

Out-of-house Recruitment
1.

If the department/division head decides to
recruit outside of the City employee
applicant pool, the Personnel office will
advertise the position by sending a position
vacancy notice to the following agencies:
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-Al

When a budgeted -vaoanoy-ooours
which tho department hoado wiohoa
to fill# tho department-head she 1-1
Bond a memorandum notifying tho
Peroonnol Office of tho-vaoanoyi
The roomorandum-will includei

*-s

Job t-it-le-r
Application informat-ion^.-

3-;

Tentative-dato of hé-ro ,

in

Br:--- Tho PorBonnel--Gf f4ee- wid:l-them- initriato the
geeguifemontepgeoosg by circulating a job position
vaoanoy announcement to all dopartmonta for
posting.
irz--- Th€>-depagtment a 1 post ing pogiod -sha 1-1— bo-f ive

dayoGs

Follow ing tho departmental posting—of- the job
position vaoancy-and-if--no City employee is hired
to fill tho-position; the- Personnel Office shall
no t if y the appgopgi-a t o -advogti sing agonoioo that-a
job vaoanoy exi-sto-— Theso-ageneieo sha 11 -ineitide^
in-

The Missoulian.
Missoula Job Service.

b.

II

■in-

Local minority organizations.

m

■4-r

Any other organization that seeks
to place itself on the Personnel
Office's mailing list.

e.

Any other publication,— St— Any other
publications , newspaper or professional,
appropriate to notify potential applicants*

2.

After the application deadline, the Personnel
Office will give the department head:
a.

Applications received for the vacant
position.

b.

A list of the applicants with those who
claim eligible veteran or handicapped
preference noted.
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C.

Forms to complete which record the
scoring procedure used and minimum
qualification requirements.

11 appropriate to notify■potontial-applioants-of
sufficient quality.
Bs

After the closing date for the vacant— position has
expired^— tho Poroonnel Office ahall-conduct
pre-employment qaa-l-i-Meafe-ion investigationo into
the background-of all applicants*

THE FOLLOWING TEXT WAS MOVED
Upon review of the applications received from the
Personnel Office, ;the department head shall decide
which of the applicants to interview for the position
based onÎ
a ,-tho-departmont--head shall make a decision
oh the e m p l o y a b i l i t y o f t h e n e w employee
after:
Screening the applications in accordance with
Personnel Office guidelines;? maintaining
strict adherence to the City's policies and
guidelines. Affirmative Action Plan, Equal
Employment Opportunity guidelines. Veteran's
Preference and Handicapped Preference Laws.
b.

The Personnel Office must review the
list of applicants to be interviewed
before the applicants are contacted.

Interviewing an appropriate number (3-10)— ef
tho qualificd-applicanto; and
a-:--- Maintaining strict adherence to the-C i t y 's
Affirmative Action Plan and Equal^mploymont
Opportunity Guidelines.
G-!

Hi

The department head may require a physical
examination and/or a written examination for tho
new employee if the pooition oo requires.
-When hiring an individualfor
non-union/association pooitiono,
department/division heado should refer to the City
Pay Plan for specific pay plan rules.
Prior to offering a pooition to an-app-licant the
department/division head must receive approval
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from tho Poroonnel/EEO-Officor and/or
Administrative Aooiotant to tho Mayor.3-1

Any eity employee who has boon diaetearged— for
oQuoe shall not be re-employed without the written
authorisation of the Mayor*

THE PRECEDING TEXT WA 6-MOVEB
The Personnel Office may reject an applicant if:
a)

The applicant does not possess the
minimum qualifications for the
advertised position.

2)

The applicant has given false
information on the application.

3)

The applicant has established an
unsatisfactory employment record
that demonstrates unsuitability for
the position.

4)

The applicant is physically,

ir:--- The-applicant dees not-posseoo tho minimum
qualif4-eafeiono f©r-fehoadvertised -pooition*
•S-!

Tho applicant h asr-gi^on-false information on
tho application.

■3t

Tho appli-oant-hao-ootablishod an
unoatiofaotory omploymont rooord that
demonstrates unsuitability for tho position.-

4-!

Th e -applicant io phyoioally, mentally, or
otherwise unable to perform effectively the
duties of the position.

4.

The department/division head may require a
physical examination and/or a written
examination for the new employee if the
position so requires,

5.

Prior to offering a position to an applicant
the department head must receive approval
from the Personnel/EEO Officer and/or chief
Administrative Officer,
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E-.

6.

Any City employee who has been discharged for
cause shall not be re-employed without the
written authorization of the Mayor*

7*

Applications, scoring sheets, interview
questions, and all completed paperwork must
be returned to the Personnel Office.

Following tho Persennel Offico *o prc-omploymont
investigation, the Personnol Office shall turn
over to-tho department head all applications that
havo paoood the minimum-gualifioationo for the
vaoant-position.
Upon request the Personne1 Office shall-turn
over to- the department head all of the
applioationo for the job position vacancy.

in

Section 03-05 -

Council Consent of City Officers

Reserved.
Section 03-06 A.

Employee Orientation

During the first day on the ]ob each new employee
shall be briefed by the appropriate authority
o n ;During the first day on tho job each-new
employee -shall be briefed/ by t h e ■appropriate
authority on:
1.

City and department policies and procedures
that affect the job;

2.

Department structure, goals, and objectives;
and

3.

Benefits and compensation offered by the
City.

B.

New employees, excluding temporary and seasonal
employees, shall be given a copy of "The Blue
Book", the employee information handbook.

A-!

New empieyoes shall aloe bo given a copy of the
Personnel Polioy Manual, ■
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CHAPTER IV
EMPLOYEE STATUS
Section 04-01 -

Status

The following are the statuses that City employees will be
listed under:
A.

Probationary Status - an employee during the
period of employment from the initial hiring,
transfer, demotion, or promotion date, during
which the work performance and conduct of the
employee is appraised to determine whether regular
status will be granted. The probationary period
is six months in length*

B.

Regular Full-Time Status - an employee who
normally works forty hours a week in a position
and the work lasts at least ten consecutive months
in any twelve-month period*

C.

Regular Part-Time Status - an employee that has
regularly scheduled work assignments that usually
include at least twenty hours and less than 40
hours each week and the work lasts for more than
ten consecutive months in any twelve-month period.

p.

Temporary Full-Time Status - an employee who
normally works forty hours per week in a position
that is created for a definite period of time but
not to exceed nine months and the position is not
renewable*

E.

Temporary Part-Time status - an employee that has
regularly scheduled work assignments that usually
include at least twenty hours and less than 40
hours each week in a position that is created for
a definite period of time but not to exceed nine
months and the position is not renewable.

F.

Seasonal Full-Time Status - an employee who
normally works forty hours per week in a position
that is created for a definite period of time
which is interrupted by the seasonal nature of the
position.

G.

Seasonal Part-Time Status - an employee who
normally works a minimum of twenty hours and less
than 40 hours per week in a position that is
created for a definite period of time which is
interrupted by the seasonal nature of the
position.
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H*

Special Employment Status - an employee hired
under a specifically funded program for a definite
period of time who shall not have regular status
and/or an employee who is hired solely on a callin basis;

A.

Probationary Status
io tho period of omploymont,
from tho initial hiring, tranofor, demotion, or
promotion date , during whieh the-work performanoo
and conduct of the ompleyee - i-g -appraiood to
determine whether pormane nt-otatus will bo
granted.— The ^probationary period io oix months-in
■
length.

B-s

Permanent Full-Time Statuo -■ is an employee who
normally worko forty houro a week in a position
and tho-work lasts at leaot ton oonsecutiye montho
in any twelve-month period.

€-!-- Permanent ■Part-Time- Gtatuo-— -is em emeleve e -that
has regularly-oghcdulcd-wogjt-assignments that
include at—loaot-twenty-heure--eaeh—week-end leoo
than 40 hour-o-ea-eh-w e e k -and-the work laoto for
more than -ton-eenseeutive-months— in— any
twelve-month per-ied-r
Temporary— Fu 11—#j#e- Gtatue- - ie- an—emplevee -who
normally works forty houro per week in a pooition
that io created for a definite per i o d -of-time-but
not-to exceed nine months and the position is not
renewable!
Tomporary-Part-Time Status
is an employee that
hao HTcgularly ooheduled work assignments that
include at least twenty-hours each week in a
pooition that is created for a dcfinite--period of
time-but--not to exceed-nine montho and the
position io not renewable.
F-Î

Scaoonal Full-Time Statuo - io an employee who
normal-ly worko forty houro per— week in a position
that is oreated for a definite period of time
which i s -interrupted by the seasonal nature of the
position.
Scaoonal Part-Time Status
io an employee who
normally^orko a-minimuro of twenty hours per week
in a -position that is oreated- for a definite
period of time which is -interrupted by tho
scaoonal-nature of the -position.
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H-!

Geee&al-Emplovmont 6 ta%<j-3
io an omployoo hired
endor a opooifioally ftméed-program fog a -d e M fiifee
period of time w h o s h a l l not havepermanent
otatuo.

Section 04-02 -

Change of Status

When an employee has undergone a status change, it is
the responsibility of the department head to complete
an employee status change form and forvaucd the form to
the Personnel Office.
1.

The Personnel Office shall review, approve,
and record the change in the employee’s
personnel file.

2.

it-is tho responsibility of-the department
head—to fill out an employee— status— ehange
form-and forward the form to the personnel
off ioe kThe Personnel Office shall forward a copy of
the form to the Payroll Accounting Clerk.
Employees shall notify the Personnel Office
of any changes in personnel data.
This may be accomplished by submitting a
written description of the change in
personnel data to the department head or
Personnel Office.
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CHAPTER V

#^ïk)ŸËË PERSONNEL#^
Section 05-01 «

Policy

An employee's personnel file in the Personnel office is the
official City record of employment.
Employees may review
their own personnel files upon making an appointment with
the Personnel Office in advanceA.

Employees are responsible for the accurate
representation of all information and should check
the information to ensure accuracy,
1.

Changes must be submitted to the Personnel
Office in a timely manner on a Status Change
EOrm;:ï::*::!::::!

THE •FOLLOWINC-TEXT WAS MOVED
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CHAPTER VI
THE rRECEDINC TEXT WAS MOVED
EMPLOYEE BENEFITS
Section 06-01 *

Vacation Leave

Regular full-time, regular part-time,
Coot 1on--05-01— ---------- Pol-iev
Employee—benef-i-te-ere-#er-eligible-empW
that-are
permanent full-time, pormanont part-time, temporary
full-time, and temporary part-t i m e -provided they are in
eontinuous aervice for at least-oix montho *
A-s

Purouant to State law,— oiok leave-benefits may-be
used after three montho-ef--eontinuouo service*

Gootion 05-0:

•■
V aea t-ien Le ave

Permanent full-time^■permanent part-time, temporary
full-time, and temporary part-time employees will be
eligible to accumulate vacation leave credits from the first
day of employment and use them with pay after six months of
continuous employment.
A.

Vacation leave credits shall be earned at a yearly
rate calculated in accordance with the following
schedule where 1 year equals 2,080 hours of work.
40 hours X 52 weeks = 2.080 hours = 1 vear

Years
Employed

Credits
Per
Month

Credits
Per
Year

If part-time, on
LWOP or not in
employed status
portion of pay
period s

Less than 10
10 to less than 15
15 to less than 20
20 or more

10
12
14
16

120
144
168
192

.058
.069
.081
.092

Years -Employed-

hours
hours
hours
hours

Credits—
Per Month

hours
hours
hours
hours

Per Ycof-

X
X
X
X

No.
No,
Ho.
No,

hours
hours
hours
hours

Hot- in
employed
status
entire pay
period or
permanent
Part-Time-
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1 day--- 10 years
No. hours

— 10 houro--- --- 120 hours---

-058 X

No. hours
081 X
x9
V 2 jTw
No. hours
2 0 years—and on--- — 16.hours--- --- 102 houro--- ----t-092 X
No. hours

B.

1.

Overtime is not counted.

2.

When calculating incomplete pay periods and
part-time hours^ final figures are rounded
off to the hundredth of an hour (0 .00 ).

3*

For the purpose of determining years of
employmentf an employee must be credited with
an entire pay period in which he is in a pay
status or on an authorized leave of absence
with pay, regardless of the number of hours
of service in the pay period.
(Also refer to
Section 06-01-1 on Prior Service
verification.)

The following rules shall apply to vacation leave:
Ineemp-lete-pay poriedo and-part— t-imo-hourg--aro
goundod off tee the nearest tw o digits— to-tho- right
of tho doeim al point-r

Bs

Tho following ruloo ohall apply to vacation—leave.
1.

Vacation time taken off shall be recorded to
the nearest 1/2 hour when fractions of hours
are used.

2.

No vacation leave with pay will be granted in
advance of credits earned.

3.

Vacation leave credits will not accrue in an
authorized leave without pay status.

4.

Vacation leave cannot be used without prior
approval of the employee's department/
division head.
Vacation leave credits may be accumulated to
a total not to exceed 2 times the maximum
hours earned annually as of the end of the
first pay period of the next calendar year.
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a.

Excess vacation time will not be
forfeited if taken# or cashed out if
retiring,

ExoGoo—vaeation-"timo will- not be forfeited if taken or
eaohed out if retiring, within 90 calendar days from
the last day of the calendar year in which the excess
was accrued.
Employees who have not completed six months
continuous employment upon termination may
not cash out their vacation credits.
C.

Holiday Vacation Leave
Vacation leave taken over a legal holiday will not
be charged against the employee's accumulated
vacation leave total for the legal holiday.

D.

Vacation Leave/Sick Leave
Vacation leave time may be substituted for sick
leave time with the consent of the employee.

E.

Employee Termination
An employee who terminates employment is entitled
to a lump sum payment at the current salary rate
at the time of termination for unused vacation
leave provided they have worked the qualifying
period of six continuous months*
An employee-who terminates employment is entitled
to a lump—sum-payment— at-the current— salary rate
at the-time of termination for--unuoed vacation

loavoT
F.

Transferred Employees
If an employee is transferred between departments,
the employee will not be entitled to a lump sum
payment for accrued vacation leave credits.
1.

The department receiving the transferred
employee shall assume the liability for the
accrued vacation credits earned and
transferred with the employee.

Employees who are eligible to use vacation leave
may donate vacation leave credits (hours) to be
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used by another employee who does not have
sufficient leave credits to remain in an active
pay status during an extended absence due to
illness or injury* The following rules shall
epply::

H*

1.

The donation is based on vacation credits,
not on rate of pay.

2.

The donated credits will be subtracted from
the donating employee’s vacation credit
accumulation and added to the recipient
employee's sick leave credit accumulation.

3.

Employees may donate vacation credits in any
amount if the donation will not reduce their
accumulated vacation credit balance to under
80 credit hours. Employees having 80 or
fewer vacation credit hours accumulated may
donate a maximum of two credits.

4.

The donation of credits^ once made, cannot be
rescinded by the donating employee.

5.

Credits not used by the recipient employee
will be returned to the donating employee
when the recipient employee returns to work,
completes his/her recuperation, or terminates
employment with the City.

6.

Employees may receive a combined total of 480
credit hours of donated sick and vacation
leave per twelve month period (see Sections
0.6 ? 01 -H/:::%
06~02-H and 06-02-1),

Receipt of Donated Vacation Leave
1,

Donated vacation leave credits will be
credited to the recipient employee's sick
leave account.

2,

An employee may receive a maximum combined
total of 480 hours of donated sick and
vacation credits per twelve month period.

3,

To be eligible to receive donations of
vacation leave credits, an employee:
a.

Must be eligible to use sick leave (see
Section 06-02)?
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I.

b.

Have an illness/ injury or other
qualifying condition, as described in
Section 06-Ô2-C, that results in an
absence of at least ten working days;

c.

Must have exhausted all other accrued
paid leave and compensatory time;

d.

Have their department head's approval
for the leave (the department head may
require medical certification);

e.

Must not be eligible for Workers'
Compensation benefits;

f.

Must be an employee of the City of
Missoula;

Prior Service With Another State Aaencv
City employees who have been employed with another
state agency may use that time towards their
vacation accrual rate provided:
1.

They obtain a Certification of Prior
Employment Hours For Annual Vacation Leave
Rate Earned Form from the Personnel Office,

2.

The employee sends the form and it is
certified by the appropriate state agency.

3.

when the Personnel office receives thé
completed certification form, the employee
will receive the additional time towards
their vacation accrual rate.
For the purpose
of determining years of employment, an
employee must be credited with an entire pay
period in which he is in a pay status or on
an authorized leave of absence with pay,
regardless of the number of hours of service
in the pay period.

4.

It is the employee's responsibility to
furnish all the necessary information to the
Personnel Office*

Section 06-02 ~

Sick Leave

Regular full-time, regular part-time,
Section 06-03

---------- Sick Leave
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Permanent full-time^ permamont part-time, temporary
full-time and temporary part-time employees will be eligible
to accumulate sick leave credits from the first day of
employment and use them with pay after 90 days of continuous
employment,
A.

Sick leave credits shall be earned at a yearly
rate calculated in accordance with the following
schedule where 1 year equals 2,080 hours of work.
40 hours X 52 weeks = 2.080 hours = 1 vear.

Period of Emolovment
Each 1 year of employment
Each 1 month of employment
Not in employed status entire
pay period, on LWOP, or
part-time employee
or permanent part-time

Working Hours Credit
96
8
. pay period
.046 x hours

worked
1.

Overtime hours are not counted.

2.

When calculating incomplete pay periods and
part-time hours, final figures are rounded
off to the hundredth of an hour.
Incomplete pay periods-and part-time hours
are rounded-off-te-the-neareete two dig its to
the-r-igh-t-of—t-he'-dee-ima-l— pe-in-te-i-

B.

The following rules shall apply to sick leave;
1.

Sick leave time taken will be recorded to the
nearest 1/2 hour when fractions of hours are
used.

2.

No sick leave with pay will be granted in
advance of credits earned.

3.

Sick leave credits will not accrue in an
authorized leave without pay status.
Whenever the City Personnel Office or the
department/division head has reason to
believe that an individual employee might be
abusing sick leave.
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Whenever tho-City Poroonnol Offioo or tho
Department/Divioien--head hao reason—te
believe that an individual employee might be
abusing oiok leave, they may request the
employee claiming or using sick leave to
substantiate their claim.
c.

D.

Sick leave may be granted for;
1.

Illness;

2.

Injury;

3.

Medical disability;

4.

Maternity-related disability; including
prenatal care, birth, miscarriage, abortion,
or other medical care for either employee or
child;

5.

Quarantine resulting from exposure to
contagious disease;

6.

Medical, dental or eye examination or
treatment;

7.

Necessary care or attendance to an immediate
family member or, at the department head's
discretion, another relative, for the above
reasons until other attendance can reasonably
be obtained; and

8.

Death or funeral attendance for an immediate
family member or, at the department head's
discretion, another person.

Holidav/Sick Leave
Sick leave taken over a holiday may not be charged
to an employee's sick leave for that day.
Exceptions may be made for employees scheduled to
work the holiday (i.e. emergency services ) .1
Proper medical certification may be required to
substantiate such illness.— sueh-oiok leave muot
bo oubotantiatod-by proper medical-eertifi-eafeionw

E.

Sick Leave/Vacation Leave
If all sick leave credits have been used, an
employee that is eligible to use vacation leave
credits will have the option of using accrued
vacation leave credits.
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F.

Termination of Employees
An employee who terminates employment is entitled
to a lump sum payment at the current salary rate
at the time of termination equal to 1/4 of the pay
attributed to the accumulated sick leave provided
they have worked the qualifying period of three
calendar months*
An-omployoo-who terminates employment io entitled
to a lump-eem -payment at tho ourront-oalary-rate
at tho timo of termination equal to 1/4 of tho pay
attributed to the aeeumulatod sick leave.

G.

1.

Such termination pay will only apply to those
credits earned since July 1, 1971.

2.

Abuse of sick leave shall be cause for
dismissal and forfeiture of unused sick leave
lump sum payment.

Transferred Employees
If an employee is transferred between departments,
the employee will not be entitled to a lump sum
payment for accrued sick leave credits.
1.

H.

The department receiving the transferred
employee shall assume the liability for the
accrued sick leave credits transferred with
the employee.

Donation of Sick Leave
Employees who are eligible to use sick leave may
donate sick leave credits (hours) to be used by
another employee who does not have sufficient
leave credits to remain in an active pay status
during an extended absence due to illness or
injury. Donating employees must donate four sick
leave credits (hours) for a recipient employee to
receive one sick leave credit (hour)*
1.

The donation is based on sick leave credits,
not on rate of pay,

2.

Four donated credits will be subtracted from
the donating employee's sick leave credit
accumulation for every one credit added to
the recipient employee's sick leave credit
accumulationi
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I.

3*

Employees may dojruate up to eighty (80) hours
of sick leave during a twelve month period.

4.

Employees must have a minimum balance of
eighty (80) hours sick leave credit remaining
after the contribution.

$.

The donation of credits, once made, can not
be rescinded by the donating employee.

6.

Credits not used by the recipient employee
will be returned to the donating employee
when the recipient employee returns to work,
completes his/her recuperation, or terminates
employment with the City,

7*

Employees may receive a total of 160 credit
hours of donated sick leave and a combined
total of 480 hours of sick and vacation leave
per twelve month period.
(See Sections 0602-1 and 06-01-H)

Receipt of Donated,Sick Leave
1.

One sick leave credit will be added to the
recipient employee’s sick leave account for
every four sick leave credits donated.

2*

An employee may receive a total of 160 credit
hours of donated sick leave and a maximum
combined total of 480 hours of donated sick
and vacation credits per twelve month period.

3,

To be eligible to receive donations of sick
leave credits, an employee:
a.

Must be eligible to use sick leave (see
introduction to Section 06-02);

b.

Have an illness, injury or other
qualifying condition, as described in
Section 06-02-C, that results in an
absence of at least ten working days;

C.

Must have exhausted all other accrued
paid leave and compensatory time;

d.

Have their department head’s approval
for the leave {The department head may
require medical certification);
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e.

Must not be eligible for Workers*
Compensation benefits;

t.

Must be an employee of the City of
Missoula;

Section 06-03 ~

Leave Without Pav

The department receiving tho transferred ompl-eyee shall
assume the liabilityfor- the aoerued oiok leave orodito
transferred with the employee*
Section 05-04— ---------- Leave Without -Pav
A.

Leave without pay shall be for use as outlined
under disability leave, or for up to one month for
other valid and good reasons if granted by the
department head and the Mayor or his/her designee.

B.

Leave without pay that is not for disability and
is in excess of one month shall be granted only
with the approval of the employee's department
head and the Mayor or his/her designee.

C.

While an employee is on leave without pay or on
suspension, no vacation or sick leave credits
accrue and service time for retirement will be
adjusted accordinglyi

D.

When employees remain on leave without pay or on
suspension for more than fifteen (16) working days
in one twelve month period, service time for
longevity and seniority will be adjusted
accordingly.

E.

While an employee is on leave without pay or on
suspension the City’s payment of health, dental,
vision, and life insurance premiums stop,
1.

Employees on authorized leave without pay may
make arrangements with the Finance Office to
personally pay health and dental premiums.

06-04 -

Disability Leave

While in an authorized leave without pay, no vacation
Wi.

^ X wJV

X

V V*

VwIXX

1

XX wiuOiiw f XOwyCvXvy f
city payment of health- and dental insurance premiums
stop.
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t?

Employoco on loavo without pay may make
arrangements with—tho Finance Offioo to
personally pay health and dental premiumsr

Ceetlon O5-0ë — ----------Disability- Leave
Disability leave shall mean eligible employees using sick
leave credits, vacation leave credits, or leave without pay
for the purpose of recovering from physical disabilities,
including pregnancy and related maternity time off.
A.

Disability leave without pay for up to 90 calendar
days for employees in a regular status may be
granted by the employee*s department head and the
Mayor or his/her designee. Disability loavo
without pay--for lip to "-90 dalondar--days--for
omployooo in a permanent status-may bo granted-by
tho-omployoo's department hood— and tho Mayor or
his/her dosignco, and must be substantiated by
proper medical certification.
1.

Extensions beyond 90 calendar days of leave
without pay may be granted with the approval
of the department head and Mayor or his/her
designee.

2.

When the period of authorized leave without
pay has expired and the employee is unable to
return to work, the City is relieved of
employment responsibility to the employee.

3.

Section 6-03 shall dictate the accrual of
benefits during the disability leave without
pay.— While- on leave without pay, no vacation
dr sick leave credits will aocrue>— service
time for retirement,— longevity, and seniority
stops>— and City payment of health-and dental
insurance premi-u ms--&feep.a-ï

B.

Employees on leave without pay -may make
arrangements with the Finance Office to
persona 1 l y p a y -health and dental
premiums t

Preanancv and Maternitv Leave.
Pregnancy and maternity leave shall mean eligible
employees using sick leave credits, vacation leave
credits, or leave without pay for the purpose of
recovering from the physical disability associated
with the pregnancy and maternity time off.
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Employees shall be granted leave without pay
for up to 90 calendar days for pregnancy and
maternity leave. This is in addition to any
sick leave and/or vacation leave the employee
wishes to use.
a.

Extensions beyond the 90 calendar days
may be granted and will be based upon
agreement between the employee and her
department head and is subject to proper
medical certification.

b.

Section 06-03 shall dictate the accrual
of benefits during the leave without
pay.

Employees using sick and vacation leave for
pregnancy and related time off that have
signified on their written request for
disability leave their intention to return to
work at the end of the agreed to leave time,—
Eroploycco uoing oiok and vacation loavo for
pregnancy and rolatod time off that havo
signified on the request for disability leave
form their intention to return to work afe-fehe
end of the agreed to leave time, shall be
reinstated to their original job, or to an
equivalent position with equivalent pay and
accumulated seniority, retirement, and other
benefits, if and when the employee is
physically able to return to work as
certified by a licensed physician.
Employees using leave without pay for
pregnancy and related maternity time off that
have signified on the request for disability
leave form their intention to return to work
at the end of the agreed to leave time, shall
be reinstated to their original job, or to an
equivalent position with equivalent pay if
and when the employee is physically able to
return to work as certified by a licensed
physician.
Employees will be granted a reasonable amount
of time off for paternity leave. The
paternity leave will be taken from the
employee’s vacation leave or as leave without
pay.— The paternity leave-will be taken—fgem
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the employee'o vacation leave or loavo
without paya.

C.

Under proper medical certification sick
leave may be granted for paternity
leave.

Adoption Leave
Employees will be granted a reasonable amount of
time off for adoption procedures which require
their presence.
1.

06-05 Gddtibh 06-06

The adoption leave will be taken from the
employee's vacation leave or leave without
pay and will be based upon an amount of time
agreed upon by the employee and his/her
department head.
Military Leave
iiitarv-téave

Military leave shall mean a period of absence from
employment occurring either during a war involving the
United States or in any other National/State emergency.
A.

Military leave with pay, not to exceed 120 working
hours in a calendar year, shall be granted to
employees that have been employed continuously for
six months, that are members of the organized
State Militia, National Guard, unorganized or
organized Reserved Corps; or Military Forces of
the United States, to attend regular encampments,
training courses, and similar programs.
1.

B.

City employees have the option of taking annual
vacation leave or being placed on leave without
pay status when ordered to active duty with the
State National Guard.
■in

C.

This leave will not be charged against the
employee's vacation time.

If the employee eleoto to-take loavo without
pay wh-en er-dered—to active duty,--tho employee
shall continue to aooumulato annual ■
v aea%-ion
and oiok loave--benefits.

For the purpose of determining the number of years
of employment used in vacation leave credits, the
period of absence from employment due to a war
involving the United States or in any other
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national emergency and for 90 days thereafter, the
period is considered as service if one of the
following instances apply:
1.

Having been ordered to active duty with
Armed Forces of the United States.

2.

Voluntary service on active duty in the Armed
Forces or on ships operated by or for the
United States Government.

3.

Direct assignment to the United States
Department of Defense for duties related to
National Defense, if leave without pay has
been authorized.

Section 06-06 -

Holiday Leave

Section 05-07 -.

Holiday Loave

the

The following are legal holidays:
1.

New Year's Day, January 1.

2

President's Day, third Monday in February.

3

Memorial Day, last Monday in May.

4

Independence Day, July 4.

5

Labor Day, first Monday in September.

6

.

Columbus Day, second Monday in October.

7

Veteran's Day, November 11.

8.

Thanksgiving Day, fourth Thursday in
November.

9.-

----- 9-r

Heritage Day, day after
Thanksgiving Day.

10.

Christmas Day, December 25.

11.

State-wide election day in November of even
years.

12.

Any day declared a national legal holiday for
all governmental subdivisions within the
entire nation by the President of the United
States; any day declared a state legal
holiday for all State and local political
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subdivisions by the Governor of the State of
Montana; any day declared a legal holiday for
all City government employees by the Mayor of
the City of Missoula.
A.

All full-time employees shall receive eight (8 )
hours off with pay for days observed as legal
holidays or authorized proclaimed work days off,
provided they are in an employed status with pay
either the last regularly scheduled working day
before or the first regularly scheduled working
day after a holiday is observed.

B.

Any full-time employee who is scheduled for a day
offy which is observed as a legal holiday or
authorized proclaimed work day off,— Any full-time
empieyee-who io-seheduled--fer- a day- off which io
observed as a legal holiday or-authorigod
proclaimed work day off, shall be entitled to
receive eight (8 ) hours off with pay either on the
day preceding or the day following; whichever
allows a day off in addition to the employee's
regularly scheduled day off.
Employees under
scheduling restrictions shall be allowed to use
the holiday hours when the scheduling allows.

C.

All employees in those departments that are
required to remain operational during holidays or
proclaimed days off/

G-.---Employees in those departments that arc required

to remain operational during holidays or
proclaimed days off, or that have a scheduled work
week which includes working on holidays or
proclaimed days off, shall be given the following
scheduled working day off with pay.
1.
When an employee works on a holiday or
proclaimed day off, the time worked will be
recorded as regular time and the day off as
holiday time.
D.

Regular part-time and temporary employees shall
receive holiday benefits on a prorated basis.
Holiday benefits shall be an average of the
employee’s regularly scheduled work hours in the
pay period. To calculate the average, the number
of regularly scheduled work hours in the pay
period in which the holiday falls, shall be
divided by the number of working days in that pay
period. Holiday benefits shall not exceed 8
hours.
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1*

If part-time and temporary employees are not
scheduled to work on a holiday they shall
take their holiday time off by the end of the
following pay period with the department
heads authorization* Any diversions from
this policy must be authorized by the
Personnel Office*

Section 06-07 Education leave shall mean employees attending job related
courses at an accredited vocational or post-secondary
educational institution for up to eight <8 ) credit hours per
academic year.
Permanent part-time and temporary employees who
are--r-eguiar~^
y
te -work holidays s h o H
receive the same typeo of— days off with pay,
except— the-^ a id--1 imo—of#-sharll be based only on
the number of hours they would have- normally
worked on the holiday-»— Permanent part-time and
temporary employees who- are not— regularly
scheduled to work on holidays— shall not receive
holiday time off with pay*
GectiOH'"0-&-P 8— --------- Educati-en-Iieave
Education leave shall-mean employees attending job related
courses at a professional seminar o r a n accredited
vocati-cna 1—cr pest—scecnda ry educaticna-1- l-nst-i-tu-t-ien for up
to eight (8 )— credit hours—per academic year.
A.

Education leave with pay may be granted to any
employee, with the department head's approval,
after 6 months of continuous employment.

B.The department head shall forward a notice
of the
education leave to the Personnel Office and to the
Mayor (or his/her designee) outlining the length
of leave, person(s) involved, and approximate cost
to the City.
C.

Employees on education leave will report back to
work for the balance(s) of their working day after
scheduled classes is/are over and within a
reasonable time allowed for travel.
1.

D.

If class times are other than the employee's
scheduled working hours, there will be no
time off with pay.

The City, upon receiving evidence of satisfactory
completion of approved job related courses, will
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reimburse the employee for tuition and books for
up to $500.00 will reimburse tho cmployoo- for
tuition and books for up to $200&00 per fiscal
year.
1.

mm 06-08

Seçt

Reimbursement of funds to the employee may be
subject to City budget constraints.
-

S a b b i t » ! Leave

Section 06-0$ r
Section-05-00--

Sabbatioal Leave

Rooorvedi
Seeteien 05-10-

Honorariumo

An employee who receives monetary honoraria and
reimbursements for lodging, An employee who-reeeives
monetary honorariumoandrcimburoemento for lodging, meals
and/or travel, when they participate as a speaker, seminar
leader or panel member at a workshop or seminar, may keep
the monies received and does not need to report the monies
collected to the Finance Office if the employee elects to
charge the time spent against accrued vacation credits, if
the workshop or seminar was held during normal working
hours. An employee may keep all monetary honoraria and
reimbursements for participating as a speaker, An employoc
may-keep all monetary—honorariums and reimburoomonto for
participating as a speaker, seminar leader or panel member
at a workshop or seminar held outside their normal working
hours.
Section 06-10 Section 05-11 —
A.

An employee under proper summons or subpoena for
jury duty or service as a witness shall collect
all fees and allowances payable as a result of the
duty or service and forward the fees to the
Treasurer's Office.
The fees will be applied
against the amount due the employee from the City
for the time off with pay.
1.

B.

Jury Duty/Serve as a Witness
Jury Duty/Serve as a Witness

Expenses or mileage allowance paid by the
court shall not be deducted.

If an employee elects to charge the time off
against accrued vacation credits, no fees and
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allowances paid need be reported to the Finance
Office and will not be deducted from the
employee's salary for the period of time charged
to vacation credits.
Section 06-11 ^
Cootion 05-12 —

Unemployment insurance
"ünomplovmcnt Insurance

Unemployment insurance coverage is provided for all
employees eligible to receive it, and is administered
through the State Job Service Office.
Section 06-12

Health and Dental Insurance,

The Employee Benefit Plan Fund (hereafter referred to as the
Plan) is a self-funded health insurance fund which includes
health, dental, orthodontia, vision, and life insurance
plans. Participation in the Plan is available to regular
full-time and regular part-time employees and their
dependents^
Sootion-05-13-

■Health and Dental Inouranee

Group medical plans for health and denta l— insuranee ar-e
avai-lable for-permanent-full-time and permanent part-time
empleyees-and-thoi:r— dependents ^ as outlined in the
respective plans.
------The Personnel Office has copies of the
policies on file. Employees will be
furnished a copy of the Summary Plan
Document and a11 subsequent amendments
as they become available.
It is the
employee's responsibility to seek
assistance in interpreting the Summary
Plan Document,
B.

The City will pay the same premiums for Plan
coverage for all regular full-time employees that
are in a full-time working status as of the first
day of the month, subject to the Plan*

C.

The City will pay the appropriate Plan premiums
for employees on WorkersV Compensation for up to,
but not to exceed, one year,

D.

Retired employees and their dependents may stay on
the Plan provided they pay the full premiums as
required in the Plan. Retirees and their
dependents are not eligible for dental and vision
benefits*

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

80

Regular part-time employees will be eligible for
participation in the Plan on a pro-rated premium
cost sharing basis with the City according to the
schedule below:
Scheduled Hours per Week
Less than 20

Share

Share

KOT ELIGIBLE

20 but less than 30

50%

50%

30 but less than 40

75%

25%

F.

The Employee Health Insurance Committee is an
employee advisory committee which reviews issues
concerning the Plan benefits.
It shall be
comprised of one representative from each
bargaining unit and a representative of the non
union :employees ;

G.

Appealing a Denial of an Insurance Claim
X.

To appeal a denial of an insurance claim, a
covered person must file a written request
for appeal within sixty days of the denial to
Intermountain Administrators, the plan
supervisors i;

2.

Employees may appeal a written denial from
the plan supervisors by delivering all
information regarding the claim to the
Personnel Office*
a.

The Personnel Officer shall then call a
meeting of the Health Insurance Review
Committee, consisting of the Personnel
Officer, Finance Officer, and the
Chairperson of the Employee Health
Insurance Committees

b.

The Health Insurance Review Committee
will convene, review all pertinent
information, and make a decision whether
to deny or accept the claim. The
decision by the Committee shall be
final.

Section 06-13 At

The City will pay-the full- prcmiumo of health and
dental insurance coverage f o r -p ermanent full-time
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employees that arc in a full-time working otatus
aa--of-the first day-of tho month/— subject to tho
provisions of tho City's medical benefit planr
&V-

Tho Gity will pay tho-full premiums of health and
dental insurance for-employees on Workers*
Compensation feg. ep--te-^b^ not over one year.

€-5

Retired employees and their dependents may stay on
the City's health insurance program provided
ho/she pay--the-fu-l-l— t>g-effliums-a-o—required in the
insurance plan.

B?

Permanent part-time employees will be -eligible for
participation-i n -the-health and dental— plans on a
pro-rated-prem-iem- eost shoring-basis with the City
according to the schedule be low-»
Hours Works

City Share

-Emelovee

Share
20-30 hours per week
30 but loss than 40
hours per week-----B-!

50%
-7d%-

h&%

Employees may appeal decisions regarding medical
and dental insuranee-d -aims tc—tbo—Personnel
Off-ioe-which-vfill-be-reviewed by the Health
Insurance-Review Committe e .— The Hea1th-insurance
Review Committee shall consist of the Personnel
Offieer ; F-inanee Gff-ieer and Chairman of the
Employee-Health Insurance Committee.— The decision
made by the-Health Insuranee-Review Committee
shall be finair

Sootion 05-14-

Deferrod Compensation

Employees are eligible to participate in the City deferred
compensation program.
Interested employees should contact
the Personnel office for information.
Section 06-14 *

Workers ^ Compensation Insurance
Interested-employees should contact the
Personnel Office for infer-metien-?—

fiootion 05-15-

Workers » Compensation Inouranee-

Workers' Compensation Insurance is provided for all
employees to cover injuries arising out of and in the course
of their employment.
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A.

Employees are responsible for reporting all
injuries to their immediate supervisor.

B .---Department-heado will bo rooponsiblo- for
immediately reportingemployee injuries on-tho-job
that rooult--in-medieal— treatment- or ■loaa-of -work
timer
B-r

Department heads shall maintain a file containing
the rules and procedures to be followed by
employees claiming Workers' Compensation benefits.

C.

Department heads will be responsible for
immediately reporting employee injuries on the job
that result in medical treatment or loss of work
time to the Personnel Office.

D,--THE FOLLOWING TEXT WAG-MOVED
The administration of benefits received from
Montana League of Cities and Towns Workers'
Compensation Insurance Trust Program is between
the employee and Montana League of Cities and
Towns Workers' Compensation Insurance Trust
Program.
m
&r
THE-^fiECEDINC-TEXT WAS MOVED
Employees may not use sick leave while also
receiving money from Workers' Compensation.

1.

Employees may elect to use vacation leave
while recovering from injuries and receiving
funds from Workers' Compensation.

11^

E-r-

Employees shall not accrue vacation or sick
leave credits while receiving Worker's
Compensation benefits.

G.

Employees who are not able to return to their jobs
after six months on Workers' Compensation will be
terminated
X-

If they are able to return to work as
certified by their physician within two
years, they will receive preference for the
next available opening in their previous
position.

2.

Exceptions can be made by the Mayor or the
Mayor's designee,
(Refer to H [below) for
police exception.)
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Section 05-16-

■Metropolitan Police-Aet

Pursuant to the Metropolitan Police Act, police
officers that are injured in the line of duty will
receive additional compensation from the City in an
amount equal to the difference between compensation
paid by Workers' Compensation and his/her regular take
home pay.
1.

The calculations on the above City payment
will be done by subtracting the officer's
Workers' Compensation payment from the
officer's adjusted gross salary (less taxes
and retirement).

2 .-- Tho Police Department shall havo tho form-to
bo used on-filer
All other personal payment obligations that
the police officer may have authorized as
payroll deduction payments will be the
responsibility of the police officer.
-4 - r

Section 06-^15 —
5-j

This additional compensation is
payable for the first twelve months
of disability.
Credit Union

Pettee-effirocro arc granted-dioability leave
with pay for up to 12-montho with injury
compensation andvacation leavo-and oiok
■
l-oave be-ne#-i-t@-r
Crodite Unien

Soction 05- 17-

All City employees are eligible to join the Missoula Federal
Credit Union if membership is approved by the Credit Union.
A*

Membership information may be obtained at the
Missoula Federal Credit Union office.

06**16 —
-Membership may bo obtained at tho Missoula
Federa l Credit Union offieer
geotion 05-18-

-Retiremont ëvetemo
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The City provides retirement systems for City employees that
exclude or are in addition to the social security benefits
provided by the Federal government.
These systems include:
A.

The Public Employees' Retirement System.
1.

The Personnel Office has a copy on file of
the Public Employees' Retirement System.

2.

The Fire Department has a copy on file of the
Public Employees' Retirement System Firefighters' Division.

3.

The Police Department has a copy on file of
the Municipal Police Officers' Retirement
System,

section 06-17 -

Employee IncentiveProgram

The Mayor or his/her designee shall convene a committee
consisting of representatives from the City departments.
The committee shall recommend programs and the method of
administration which the employees support as "incentive
programs" to improve morale and efficiency in the work
place.
The Mayor or designee shall make every effort to
implement these programs^ subject to budgetary constraints.
The three-fold purpose of the program is to:
A.

Set-up a system to reward employees for work
beyond their normal job duties^

B.

Provide service pins for years of service with the
City.

C.

Provide City-wide recognition for employees who
retire;::

Section 06-18 -

Non-Union Pay Plan

Administrative Rule #5 defines the procedures for
compensating non-union employees through a pay plan. It is
a ten-step pay plan which is based on years of city service
A,

Employees will be paid twice monthly on the fifth
and the twentieth of the month.
If the fifth or
the twentieth fall on a Saturday, employees will
be paid on the preceding Friday, If the normal
payday falls on Sunday, employees will be paid on
the following Monday.
THE FOLLOWIHC TEXT WAS MOVED
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CHAPTER VII
THE PRECEDIHC TEXT WAS MOVED
FMPT.QYEE WORK RULES
Section 07-01 Soction—04-0 1-:--—:

Policy
o 1i6v

The following provisions shall apply to all Citydepartments
in accordance with or in addition to departmental rules and
regulations.
Section 07-02 Sootion 06-02 - -

Hours of Work
Hours of Work

Hours and days of work will vary according to the needs of
the departments involved in performing their authorized
public service function.
A.
THE FOLLOWING TEXT WAS MOVES
The use of flex-time will be left to department heads,
subject to the approval of the Mayor or his/her
designee, in setting work schedules for department
employees.
B.

Sootion 06 -00 — --------- Overtime

THE PRECEDING TE-XT-WA6 MOVED
Department heads are responsible for the maintenance of
daily records of employee attendance and hours of work.
PI

B-r

If an employee is unable to be present at the
designated working time, he/she must contact
his/her supervisor as directed by
departmental provisions.

D,

Employees are expected to work their scheduled
shifts.
Employees leaving the job site without
proper authorization will be subject to
disciplinary action up to and including dismissal.

Section 07-03 SGotion ':n6'-6'
3'
--— :

Overtime
i,
Q|,et—&g--I'
nt'
egeet

The following ruloo constitute conflict of interest and are
grounds for employée diomiaoalA-!

Empl-oyooo will not engage in -unapproved soliciting
or partisan political activity while on tho job.
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Bt

Employooa will not-aoe—thoir position for poroonal
vtac or to oooroo other oroploycca.

THE-PQLlaOWING TEXT WAS MOVED
Employees required to work overtime and eligible to receive
overtime shall be paid at the rate of 1- 1/2 times their
current hourly wage for all time worked for the City in
excess of 40 hours per week.
hw

Department heads must authorize all overtime,

B.

Employees entitled to overtime compensation have
the option of earning and using compensatory time
in lieu of overtime compensation,
1.

This compensatory time must be used at the
earliest available time.
It is the
department/division head’s responsibility to
see that compensatory time does not
accumulate to more than 40 hours per
employee. The Mayor or designee must
authorize any diversion from this policy,

section 07-04 -

compensatory Time

Dopartmont-h eads must authorize all overtime that is-in
exeese-ef--the--empl-eye€ *s regularly sehedu-l-od 40-hour
work week.
Employees entitled to-overtiroo havo tho option of
earning and using compenoatory time in lieu of
overtimOi
(See-Geotion 6-10) .—
Geeteiem 06-10

---------- Compenoatorv Time

Compensatory time shall be administered by department heads
in accordance with the provisions below. Alternate
compensatory time plans may be adopted for any department,
subject to the approval of the Mayor or his/her designee.
A.

Department heads must authorize all compensatory
time.

B|

Supervisory employees and professional employees
will be compensated on the basis of an hour off of
regularly scheduled work periods for every hour
actually spent performing their actual duties on
weekends, and/or meetings not scheduled during
normal working hours.

C.

The use of compensatory time is subject to
department head approval,
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Bt

Tho uoo-ef— eerop-timo io oubjoot to d o p a r W e n t bead
approval^ and must be utilized within sixty days
of being earned.

01--- &Ï1.

E.

Compensation for employees who are on call:
A minimum of one hour compensatory time is
allowed for each call that requires the
employee to return to work to perform a City
function.

Department heads and professional employees may
take compensatory time for work performed that is
beyond the normal expectations of their job
function;

A -minimum of one hour oomp-timo io allowod-for each
call that requires the-employee-to roturn-to work to
perform a City function.
Dt

Department heads and-professiona-1-employooo may
take comp-time for work performed—that- is—beyend
thenormal oxpootationo of their job function;
subject to approval of the Mayor.

F.

Employees required to travel on behalf of the City
in the course of their work duties may earn
compensatory time for the travel time that is in
excess of their regularly scheduled work day,

Bt

Employees required to travel on beha lf- of the City
in the course of thoir-work— duties may earn
comp-time for the travel■time that is-in oxoooo of
thoir ■■regularly scheduled work day.
1.

Employees attending educational related
classes, seminars, or training sessions may
hot earn compensatory time for the travel
time associated with reaching the class,— er
training sessions may-not-earn oomp-t-ime f or
the travel time associated-with reaching the
class, seminar, or training session unless
driving or working while traveling*

G. or training session
Ft

Ft-

Accumulated compensatory time is to be
utilized prior to termination of employment
with the City. Unused compensatory time
accumulated in a supervisory or professional
capacity cannot be cashed out by supervisory
and professional employees when the employee
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terminates employment with the city (except
Public Safety/Emergency Services personnel).
section 07-05 -

conflict of Interest

The following constitute conflict of interest and are
grounds for employee dismissal;
A.

Employees engaging in unapproved soliciting or
partisan political activity while on the job,

B.

Employees using their position for personal use or
to coerce other employees,

Sootion 06-11— --------- Promotions
THE-PRECEDI-W C -TEXT WAS MOVED
C.

Employees, officers or agents or any member of
their immediate family or his or her partners
maintaining financial interests in profits of any
contract or service or other work performed by the
City.

D.

Employees using information of a confidential
nature to profit financially; or giving such
information to people outside City employ who
would profit from such information,

E.

Employees maintaining other employment if it
conflicts with the interests of the City or the
employee’s ability to perform his/her job duties
in full.

Section 07-06 -

Nepotism

-off ioera or agents-or- any-membor --of- the-i g -immodiatG family
or
shall not maintain financial
interests in profits of any contract or service or other
work p e r f o r m e d b y t h e City.
B-Ï

Employees will not—use information of a
eonfidenfeial nature t o -profit financially? nor
shall— they give such information to people outside
City-employ who-would profit from such
informat-ionr-

Ss

Employees will not m aintain other employment-if it
conflicts with t h e ■interests of the City or the
employee's ability to perform--his-/her job duties
in ful-l-r
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Sootion 06-04------- Nopotio»
No person under service to the City who, by virtue of
his/her position, shall have the right to hire or otherwise
appoint any person to render services to the City, shall
enter into any agreement or promise to do so with such
person or persons related to him/her or connected to him/her
by consanguinity within the 4th degree, or by affinity
within the 2nd degree.
Section 07-07 Collective Baraainind
06-05- — --------- Coll Gct-arve- Baraa ininq
Employees have the right of self organization to form, join
or assist any labor organization, to bargain collectively
through representatives of their own choosing on questions
of wages, hours, fringe benefits, and other conditions of
employment, to engage in other concerted activities for the
purpose of collective bargaining or other mutual aid or
protection, free from interference, restraint, or coercion.
A.

Elected officials, persons
the Mayor or City Council,
administrative, and others
exclusions are exempt from

Section 07-08 Geotion 06-06---

directly appointed by
executive,
that are negotiated as
the above right.

Residency
Rooidenev

City employees are subject to City ordinances or State
statutes which limit the geographic location of the
employee's residence in order to eliminate unreasonable
absences from position duties as a result of inherent
problems related to travel distances.
A.

Police officers and firefighters are required to
live within a five (5) mile radius of the City
limits according to Ordinance No. 2381 passed by
the City Council on May 7, 1984.

Section 07-09 -

Employee Notification

It is the employee's responsibility to furnish their
supervisor with the telephone number and address at which
they can be contacted^
A.

It is the supervisor's responsibility to notify
the personnel office immediately of any changes in
the above information.
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B*

It shall not the responsibility of the City of
Missoula if the information is not current and the
employee can not be contacted.

$ecti,pn ,p,7,rl,P,,r,„,

Travel and Per Diem

The City's travel and per diem policy is outlined in
Administrative Rule #i. This policy is to be strictly
adhered to for the reimbursement of expenses that employees
incur while authorized to travel on behalf of the City.
Section 07-11 -

Probationary Status

A.

Probationary Status * is the status of an employee
during the period of employment from the initial
hiring, transfer, demotion, or promotion date,
during which the work performance and conduct of
the employee is appraised to determine whether
regular status will be granted. The probationary
period is six months in length.

B.

Transform - when an employee transfers from one
position to another or one department to another,
the employee shall be required to serve a new six
month probationary period, as described in
Sections 04-01-A and 07-13-A.
Employees shall not
lose accrued benefits and may be transferred back
to their old position or equivalent thereof if
they do not successfully complete the probationary
period, subject to the availability of a position.

C.

Demotions - A demoted employee is required to
serve a new probationary period at the time of the
demotion. The new probationary status will not
negate accrued benefits ï

D.

Dismissal During Probationary Period - An employee
may be dismissed at any time during probation if
the employee’s performance does not satisfactorily
meet the required standards.

Section 06-07

-------- Travel and Per Diem

The City hao a travel and per diempolicy which outlinoo the
procedures to be followed for the reimburoement-ef--oxpenocs
that employées incur while-acting on behalf of the City*
Section 06-08 — ----------Flex-Time
THE FOLLOWING TEXT WAS MOVED
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E.

1.

The employee will be given an oral or written
communication outlining the cause(s) for
probationary dismissal.

2.

Employees who have undergone a
reclassification and are serving a new
probationary period shall not lose accrued
benefits and may be transferred back to their
old job or equivalent thereof if they do not
successfully complete the probationary
period, subject to the availability of a
position.

3.

A probationary period may be extended for up
to three additional months after the initial
six months under the following circumstances î
If an employee has not satisfactorily
met the job requirements and the
department head is willing to allow more
time to meet those standards;

b.

If Personnel Office approves the
probationary period extension and strict
guidelines are set forth for the
extended probationary period;

c.

If the probationary employee does not
meet the standards during the additional
time period, they will be dismissed.

Lav offs due to Lack of Funds/Curtailment of Work
Employees may be laid off, without prejudice, at
any time due to lack of funds or curtailment of
work.
1.

F.

a.

No regular full-time employee may be laid off
when there are emergency, provisional,
temporary, part-time, or probationary
employees in the class of work affected by
the reduction in work force.

Performance Appraisals - Performance appraisals
Shall be given to probationary employees twice
during their probation period.
1.

The first appraisal shall be given halfway
through the probation period.

2.

The second appraisal shall be given just
prior to the end of the employee's
probationary per iod.
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Section 07-12 -

Promotions

THE PRECEDING TEXT WAS MOVED
Promotion to a vacant position will be made from among the
most qualified applicants with first consideration given to
those within the department or division having the vacancy.
Departments shall work with the Personnel Office in
developing departmental promotion policies. Refer to
Section 07-13 for policies governing promotions and

transfers.^:»?;;
Sectlpn.,07.-i3„„Employees wishing to transfer from one department or
position to another must do so in accordance with the inhouse recruitment procedures described in Section 03,
Recruitment and Select!on^
A.

The rate of pay for an employee who has applied
for and been selected to fill a position vacancy
shall be determined by provisions of
Administrative Rule #5, Non-Union Pay Plan, or
the appropriate union contract,

B.

At the time of the transfer, the employee shall be
required to serve a new six month probationary
period, as described in Sections 04-01-A and 07-

11 .

C.

If the employee does not successfully complete the
probationary period, the employee may be
dismissed, demoted, or transferred back to their
previous position or the equivalent thereof.

0.

Employees who transfer between departments
entitled to a lump sum payment for accrued
vacation and/or sick leave credits.
1.

are not

Section 07-14 -

The department receiving the transferred
emp 1oyee shall assume the 11 abi1 ity for the
accrued vacation emd sick leave credits
earned and transferred with the employee.
Demotions

An employee may be demoted when he or she cannot
satisfactorily perform the requirements of his or her
current position.
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A*

The demoted employee is required to serve a new
probationary period at the time of the demotion
(see Section 07-12).

b:
ï:-

C o ot ion 0-6— 1 2 — ---------- Dcmotiene
An omployoo-may be demoted when tho employee-cannot
oatiofactorily perform tho position roquiromonto or when-the
emp 1oyoe--has-applied—f o r -and been— sc-l-eotod-fe®— f-i-I-l-a
posi-t-i-en -vaeanoy-of less pay iAn— employee may be -d emoted when
tho omployoo-eannot-gatiofaotori-ly perform the position
requirements or when tho employee has applied for and boon
oeleotod-te-fill a position vaoanoy of—leao pay,
1-Î

The-demoted-employee is required to serve a
new■probationary period at the t i m e o f t h e

demotten:
3-sC.

Section 07-15 -

The new probationary status will not negate
accrued benefits.
B-r

It is the City's responsibility to
notify the demoted employee, within
seven (7) days of the demotion, of the
City's grievance procedure that provides
the opportunity for employees to appeal
the demotion. The City shall supply the
demoted employee with a copy of the
procedures i;
Disciplinary Procedures

Prompt feedback on performance and constant communication
are necessary between supervisors and their employees.— The
city shall-sug^ly-the-discharged-empleyoo with a eepy of the
prooedures-T
Geotion 06-13— --------- Disaiplinarv Procedures
Tf-an-employoo-is not porforming--hi-o-/heg-dut-l-e-s--i-n-a
satisfactory manner, In addition, if an employee is not
performing his/her duties in a satisfactory manner, it is
the responsibility of his/her supervisor to give proper
notice and guidance outlining the d e f i c i e n c i e s . T h e
following progressive disciplinary procedures shall be
utilized:— Progroosivo disciplinary procoduroo-shall be
utilised to solve City problemsin-maintaining effective
oporationo and-aehieving the greatest productivity from
employees.— The following procedures should be used!
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À.

First Offense; A warning from the employee’s
supervisor outlining the unsatisfactory job
performance and the corrective measures that need
to be taken,
1-

^

warning shall containt

a.

the date and time the warning was given/

b.

what performance deficiency or violation
haS i!:iO C C U rred:iS :;:;::

c.

the corrective measures that need to be
taken/

d.

the time period the employee has in
which to improve their performance or
correct their behavior/ and

e.

what further actions will be taken if
the employee does not improve their
performance or correct their behavior.

3.

Copies of the notice
will be forwarded to
Personnel Office for
employee's personnel

outlining the warning
the employee and to thé
placement in the
file*

3.

The employee shall have the right to make a
written response to the warning and to have
that response placed in their personnel file
with the warning.

4*

The warning shall remain in effect for six
months*:— An—oral -reprimand by-the employee 'a
supervisor outlining t h e-unsati-sfaetory job
performance and the corrective measures that
need to be taken.

in

Tho supervisor ohall net-e -the--date/-■time, and
nature ©f the era! reprimand -and-the
corrective ■moaoures- that-^>ee4 -te -be -taken.

■2-Î

Copies of the notice-out!in-ing--the--oral
reprimand will be forwarded to the employee
and to the Personnel Office fer^»lacement in
the employee's personnel file-r

3-s---The—oral reprimand will rema in— in-effect for
one -month-8— If -the unsatiofactory job
performance io corrected; the-notioe of the
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oral reprimand will-bo removed from the
cmployco'o personnel filo and desfegeyedB.

Second Offense; A written reprimand by the
employee's department/division head outlining the
unsatisfactory job performance and the corrective
measures that need to be taken*
1*

The department/division head shall write a
letter which states the d a t e , a written
reprimand by the employee's department-head
outlining the unoatiofaetory job performance
a-r^d-tho-corrootivo moaourco that need to bo
taken»
The department head shall write a letter
which statoo the date, time, and nature of
the reprimand and the corrective measures
that need to be taken.

2.

Copies of the written reprimand will be
forwarded to the employee and to the
Personnel Office for placement in the
employee's personnel file.

3.

The written reprimand will remain in effect
for one year for the unsatisfactory job
performance stated on the written reprimand
form.

The written reprimand wi-11- remain in effect for throe
t 3 y-months for the unoatiofaetory job performance
otatcd on the written reprimand form.
Further remedial
actions, including dismissal, may be taken in this time
frame if the unsatisfactory job performance is not
corrected.
a-:--- The written—repr-imand will- romain in the
employee's personnel file,
C.

Third Offense; The department head suspends the
employee for up to five days for continued
unsatisfactory job performance after the employee
has been notified through a warning written
reprimand that his/her performance is
uns at is factor y ni— The department head ouoponds the
employee for up to five days -for-eontinuod
unoatiofaetory— job performance after theemployee
hao been notified through an oral or written
reprimand that hio/her performance is
unsatisfaetoryy
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1.

The department head shall write a letter
stating the date# time, and nature of the
suspension and the corrective measures that
need to be taken.

2.

Copies of the suspension letter will be
forwarded to the employee and Personnel
Office for placement in the employee's
personnel file.

3.

Dismissal may be automatic for 3 months
following the suspension if the
unsatisfactory job performance is not
corrected.
a-!

The suspension letter—w ill--r-emain in the
employee'o poroonnol file .

D.

Fourth Offense; Following the suspension and if
the employee's job performance has not been
corrected in the 3-month time frame, the
department head, with the approval of the Mayor or
his/her designee, may dismiss the employee for
disciplinary reasons involving violation of work
rules, the dopartmonfe-hoad may diomioo the
omployoo for diooiplinary--reaeene iRvelving
violâtion-of work rules, regulations, or other
personnel or departmental policies and procedures.

E.

It should be understood that depending on the
nature and circumstances of the unsatisfactory
performance, the department head may use any
disciplinary measure appropriate within their
judgment.
Further, Section 07-16, Dismissals,
supersedes 07-16.

Section 07-16 ^

Dismissals

dismisoals for-causo- in Section 06-1 4 (C) aupcroodoo 06-13.
Seotion 06-14 — ----------Dismisoa4^
The Mayor has the authority to dismiss any City employee not
covered by dismissal procedures authorized in State law(s),
or City ordinance(s) for reasons of cause, lack of funds, or
curtailment of work.
The Mayor may delegate dismissal
powers to department heads. The Mayor may dismiss
department heads for reasons of cause. Dismissal of a City
officer by the Mayor is subject to City Council consent.
in

Tho Mayor may-dclegate dioroiosal powers fee
department hoado^-
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S-!

Tho Mayor may dismiss dopartrocnt hoado for
roaooms-of oauoo*
Diomiooal of a City officer by tho Mayor io
@ahgoo%'
--to--ei'
% y -Goanei 1 oonaont.

A.

Dismissal Purina Probationary Period
Refer to Section 07-11-D
An employoo-may bo diemioood at any timo-during
probation if tho omployoo *o--por-fermanee--deoe-not
moot tho fegaired- oatie-factory^standards.

B.

Lack of Funds - Curtailment of Work
Employees may be laid off, without prejudice, at
any time because of lack of funds or curtailment
of work.
1.

No regular full-time employee may be laid off
when there are emergency. No permanent
full-time omployoo-may be laid off when there
are-emorgoncy,■ provisional, temporary,
part-time, or probationary employees in the
class of work affected by the reduction in
work force.
Department heads will determine the number of
employees to be laid off based on where
he/she can reduce personnel and still
maintain the essential services of the
department.
In making layoffs, department heads will
consider the following when reducing staff:
a.

Employee's length of service with the
City and in their current
classification; and

b.

The job performance (which may be
measured by conduct, deportment,
knowledge and ability) of those
employees in the classification being
reduced during their tenure both with
the City and in the classification being
reduced.

Department hoado-ar<i -otrongly encouraged to
use those tw o factors when l ayingoff
personnel in a spooific olassifioationn-
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4.

Employees will be given 2 weeks notice of
impending layoffs.

5.

Laid-off personnel shall receive preference
in the department laid off from if and/or
when the department rehires employees that
were laid off due to lack of funds or
curtailment of work.
Laid-off personnel no longer accrue sick or
vacation leave credits, service time for
longevity, retirement, seniority stops and
the City payment of health and dental
insurance premiums stop.
a.

C.

Upon approval of the department head,
laid-off personnel may carry over sick
and vacation leave credits with the City
for use upon reemployment,
if credits
are carried over, time worked from the
previous year will count towards the
qualifying periods.
Sick and vacation
credits must be jointly carried over OR
cashed out, but not a combination

Dismissal for Cause
The following non-inclusive reasons are sufficient
for dismissal for cause:
1.

Incompetence or inefficiency in the
performance of duties.

2.

Conviction of a criminal offense involving
moral turpitude.

3.

Violation of any lawful or official
regulation or order, or failure to obey any
lawful direction made and given by a
supervisor where such violation or failure
amounts to an act of insubordination or a
breach of proper discipline, or has resulted
or might reasonably be expected to result in
loss or injury to the City or public.

4.

Wanton use of offensive conduct language
toward the public. City officials or other
employees.
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5.

Carelessness and negligence in the handling
and control of City property.

6.

Inducing or attempting to induce any City
employee to commit an unlawful act or to act
in violation of any lawful and reasonable
official regulation or order.

7.

Taking any fee, gift, or other valuable thing
in the course of work or in connection with
work, for personal use when such is given
with the expectation of receiving a favor or
better treatment.

8.

Dishonesty in the performance of duty.

9.

Unauthorized absence from work.

10 ,

Drinking of alcoholic beverages or using any
drug(s) to the extent of affecting job
performance as determined by the City.
-iO-r

12.
07-17 -

Consumption or use of alcoholic
beverages or illegal drugs while at
work.

Possession, use, distribution, or manufacture
of a controlled substance in the work place.
Terminations

Scet-i-on— 0 6 — IrS-

A.

B.

Employees leaving City employment, due to
resignation or retirement, who desire to leave the
service in good standing shall submit a written
resignation to their department head two weeks
before leaving.
1.

These resignations shall be dated, signed,
and contain the effective date of
resignation.

2.

Employees terminated through resignation or
retirement shall be paid on the next regular
pay day or 15 days from the date of
employment separation, whichever occurs
first.

Employees who are dismissed for cause are to be
paid on the date of termination for all unpaid
wages.
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c.

All City employees leaving City employment shall
turn in all City property in their possession,
including keys, on or before their last day of
work. A letter from the proper authority
substantiating the return must be received by the
Personnel Office.

07-18 CoGtion 06-18

Exit Interview
Exit IhtdrV1ew

Whenever possible and in fairness to the employee along with
protection for the City, the City may conduct an exit
interview for all retired, resigned, or dismissed City
employees.
A.

B.

The interview will be given by the Personnel
Office and will be:
1.

Confidential in nature.

2.

Scheduled, whenever possible, on
employee‘s last day, for tho bmp 1bybo-^-e ••laot
day;— amd-.:t:he- empleyeo-'-o pay check will be
prcoented-te-th e -empleyoo following the
interview whenever poooibler

The Personnel Office shall notify the department
head of viable complaints or suggestions that the
former employee presented in the interview.
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CHAPTER VIII
GRIEVANCE PROCEDURE/DISCRIMINATION CLAIM PROCEDURE
on 08-01 grievance
jSoction 07-01—------ Gf ievanoG Prooedure
Introduction
The purpose of this section is to establish a uniform City
policy for the adjudication of employees' grievances.
The
policies set forth in this section will apply to all
non-union/non-association City employees not governed by a
collective bargaining contract.
A.
Definition of Grievance
D efinition of Oriovahee-TA grievance is defined as a complaint or dispute
initiated by a non-union/non-association City
employee over the application, meaning or
interpretation of this Personnel Policy Manual,
except that layoffs and terminations shall not be
considered grievances.
B.

Retaliation on a Grievance
No City employee shall be subjected to demotion,
termination or any other form of punishment or
harassment as a result of initiating a grievance
under this procedure.

C.
Appeal Procedure for Layoffs. Terminations or
Demotions
1.

In the circumstance of a layoff, termination
or demotion of a non-union/non-association
employee, the employee has the opportunity to
appeal the department head's decision
directly to the Mayor for his review within
five (5) working days of the department heads
decision to layoff, terminate or demote the
employee.
The Mayor will then have five
working days to meet with both the employee
and the department head to discuss and try to
resolve the grievance that has arisen as a
result of the layoff, termination or
demotion.
In the event that the Mayor is
unable to resolve the grievance the Mayor
will have an additional five working days to
make a decision regarding the grievance.
It
is the City's responsibility to notify the
discharged or demoted employee within seven
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(7) working days of the date of the discharge
or demotion of the existence of such
procedures and shall supply the discharged
employee with a copy of them*
2,

If either the employee and/or department head
are dissatisfied with the Mayor *s decision,—
It io tho C-ity>& responsibility to notify tho
dioohargod or demoted omployoowith in aoven
(7) dayo of tho date of tho-dioohargo or
demotion of tho ■oxiotonoo of— oueh-prooeduroe
and ohall supply tho discharged omployoo with
a oopy of thorn*

a-:--- If ei-feheg the employee and/or
department/division head are dissatisfied
with the-Mayer«o-dooiaion, the Mayor will
request the Personnel/EEO Officer to contact
two (2) Personnel Officers in the Missoula
area (preferably one from a public
organization and one from a private
organization) to review the
grievance. The
Personnel/EEO Officer will review the
pertinent information with the consultants
and the consultants shall have ten (10 )
working days to offer an opinion on the
matter. Once the consultant's opinion has
been received by the City Personnel/EEO
Officer then he/she will arrange a meeting
within five (5) working days with the
employee, department head and Mayor to
discuss the consultant's opinion.
department/division h e a d -and-Mayor to disouoo
the-eonoultantLs-opinion. After discussing
the grievance with the consultants, employee
and department head, employee and
department/division•head, the Mayor will make
a decision and inform all parties involved in
the grievance.
The Mayor's decision shall be
the final step (or decision) pursuant to the
City's grievance procedure.
D.

Personnel Review Committee
The Personnel Review Committee (P.R.C.) shall
exist for the purpose of adjudicating
non-union/non-association employee grievances
except layoffs, terminations and demotions.
(This
Committee shall also investigate
non-union/non-association employee and job
applicant discrimination claims, see S . - g o o 7 - r 0 2
C) .
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1.

Composition and Selection of Members
The P.R.C. shall be composed of five members.
Two of the members shall be department heads
selected by their peers. One member shall
serve a two-year term and the second member
shall serve a one-year term. The terms shall
start the first Monday in July, 1982, and
from every year thereafter the department
heads shall select a department head to serve
on the committee for a period of two years.
Two of the members shall be non-department
heads, non-union/non-association employees
selected by their peers.
One member shall
serve a two-year term and the second member
shall serve a one-year term. The terms shall
start the first Monday in July, 1982, and
from every year thereafter the non-department
heads, non-union/non-association employees
shall select an employee to serve on the
committee for a period of two years.
The fifth member of the P.R.C. shall be a
non-union/non-association City employee
selected by the other four members during
their first meeting. The fifth member's term
shall last one year.
Each year, after one
department head and one
non-union/non-association employee have been
selected by their peers^ ohall bo a
non-union/ non-aooooiatienGity employee
soloetod by-t h e -other four memboro during
their firot mooting.— The fifth member'a term
she 1 1 -laot-ono year &— Eaeh-year, afte r— one
department head end one non-union/
non-asoe oiation employee have boon soloetod
by their peers, the four P.R.C. members shall
select the fifth member.

2.

Authority of the Committee
The Committee has the authority to (1)
require the presence and testimony of
witnesses and other evidence held by the City
or any City employee; (2) arrange with the
EEO Officer for appropriate support to
facilitate hearings and investigations; (3)
hold pre-hearing conferences; (4) issue
hearing orders; (5) hold formal hearings and
control conduct of such hearings; (6 ) make
decisions, findings of fact, and
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recommendations to the Mayor by vote of a
majority of the regular members involved in
the hearing process.
E.

Informal Procedure
A complaint shall first be presented to the
grievant's immediate supervisor or department head
within five (5) working days of the incident
resulting in the complaint.
Either party may
consult the EEO Officer for informal discussion,
investigation or possible resolution.
If the
supervisor and grievant are unable to resolve the
grievance to the letter's satisfaction within five
(5) working days after presentation of the
grievance, the aggrieved party may proceed with
the formal grievance procedure.

F.

Formal Procedure
1.

2.

The grievant shall state the grievance in
writing to the EEO Officer within five (5)
working days of the conclusion of the
informal attempt at resolution.
The
complaint shall contain the following:
a.

Concise statement of facts relevant to
the grievance.

b.

The names of all supervisory personnel
with whom the grievance has been
discussed and the results of such
discussions.

c.

The remedy sought by the grievant.

d.

The names of witnesses or persons who
can speak on behalf of the grievant.

e.

Copies of any documents and descriptions
of any other physical evidence which may
be used to support the grievant's
position.

The EEO Officer will have ten (10) working
days to investigate and attempt to resolve
the grievance.
If the grievance cannot be
resolved at this stage, it will be forwarded
to the Personnel Review Committee.
The grievant and respondent will each have
five (5) working days to submit a written
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summary of their positions to the Committee.
The grievant and respondent will oaeh-have
five (5 ) dayo t o o u b m i t -a written summary of
their positions to tho Committoo.
In
addition, the EEO Officer will present a
summary of the investigation to the
Committee. The summaries shall include a
statement of the facts, copies of documents
to be submitted as evidence, the remedy
sought by the grievant and the steps taken to
resolve the grievance informally.
Those
statements also should name persons each
party will call as witnesses at the hearing,
along with addresses and telephone numbers.
The grievant should specifically request
either an open or closed hearing and the
reasons for the choice. The grievant and
respondent should state any intent to be
represented by professional or other counsel
and the identity of that individual.
If the
grievant chooses to be represented by
professional or other counsel, the respondent
will be represented by City counsel.
3.

Within ten (10) working days from receipt of
the grievance, the Personnel Review Committee
will review the written documents provided by
both parties.
The P.R.C. will then schedule a hearing
within the ten (1 0 ) working days following
their review of the materials.
The p,R.c,
may choose to convene during that time to
discuss documents and request additional
information from the parties involved.
Every
attempt will be made to give the parties five
(5) working days before the hearing to
furnish the additional information.
If
necessary, the Chair my adjust the hearing
date to allow for the necessary five (5)
working days.
Hearings will be taped and transcripts made
available to either party upon request and
payment of a service charge covering the
attendant c o s t s tho Poroonnol Review
Committee will review- the written documents
provided by both parties-and conduct a
hearing-;— Hearings will bo taped and
tra nsGripto made available to either party
upon-requoot and payment of a oervioe charge
eovering tho attendant-costs
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The Chair will preside at the hearing but
will not apply strict rules of evidence or
conduct an adversary proceeding.
The Chair
will be the final arbiter in procedural
mattersy and in the absence of strong reasons
to the contrary, give preference to the
grievant's request regarding whether the
hearing will be open or closed.
4.

The Personnel Review Committee will meet in
closed session to make its determination.m
That decision will be presented to the Mayor
within five (5> working days after the
hearing or within five (5) working days after
receipt of the transcript of the hearing if
said transcript is deemed necessary to reach
a determination. The Personnel Office will
make every attempt to have the transcript
available within ten (1 0 ) working days of the
hearing. The committee's decision will
contain a summary statement of the grievant's
charges,— That-deoi-sion- %i^ill--be-pgeeented--te
tho Mayor within five (5) working days-aft-or
tho hearing; it will contain a summary
O ta fe-emen t ■of t h o gr-ieven W @ ■■■eh arg eo > a
statement of the relief sought, a statement
of the specific findings of fact and
conclusions of the Committee regarding
whether the evidence substantiated the
grievant's complaint, and recommendations
regarding redress of the grievant.

5.

The Mayor or his/her designee will respond in
writing to the Committee's recommendations
within ten (1 0 ) working days of receipt of
its decision.
The Mayor or his dooignoo will roopond in
writing--to-tho Committoo*o recommendations
within ton (10 ) dayo-ef-reooipt-of its
decision.
The response will include any
actions which have been or may be taken to
resolve the grievance.
The Mayor's decision
shall be final.

G.

Committee Procedures/Rules for Grievance Procedure
1.

Members of the City Attorney's office and the
EEO Officer shall be excluded from membership
on the Personnel Review Committee.
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2.

There shall be no limit to the number of
terms each of the members may serve.

3.

If one of the members of the P.R.C. is
involved in an employee grievance, the
appropriate group (department head or non-un
ion/ non-association employee) shall select an
interim member.

4.

The P.R.C. member selected by the other four
members shall act as the Committee's
Chairperson.

5.

Meetings of the P.R.C. will be on call of the
Personnel Office and shall be held at the
convenience (when possible) of the Committee
members and any other personnel appearing
before the Committee.

6.

The Equal Employment Opportunity Officer
shall act as staff to the P.R.C. He/She
shall be responsible for preparing an agenda
which sets forth the grievance to be acted
upon by the P.R.C.

7.

The Equal Employment Opportunity Officer
shall be responsible for detailing the agenda
topic, having relevant witnesses present,
having relevant materials present, and other
related testimony necessary to conducting the
hearing.
He/She shall not "defend" or
"prosecute" grievances but rather serve as a
staff member and furnish information
necessary for the P.R.C. to act.

8.

The P.R.C. shall review and hear all relevant
materials, evidence, and testimony during the
hearing.
Questions may be asked by P.R.C.
members at any time during the hearing.

9.

Following the hearing all witnesses and
personnel shall be excused.
The
deliberations of the P.R.C. shall be in
private with only those members currently on
the P.R.C. present. The Committee should
honestly evaluate grievances and take action
it feels is necessary regardless of who is
involved.
The Committee should not only
discuss and debate the testimony presented
during the hearing but also the consequences
of the action(s) they are considering.
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10.

The P.R.C.'s decision on a grievance shall be
by a majority vote of its members.
Committee
members may vote by open or secret ballot,
whichever is preferred by the majority.

11.

The Equal Employment Opportunity officer
shall be responsible for communicating the P.
Tho Equal Employmont-Oppbrtuhity Of f-i-oog
shell bo rooponoible-fog-eommunioating tho
PtR.C.’s recommendation to the employee.
Mayor, and other affected City personnel.
The Equal Employment Opportunity Officer
shall also be responsible for carrying
through the actions directed by the P.R.C.
and Mayor.

12.

Personnel bringing grievances must do so
within the allotted time frame or the
grievance shall be dismissed.

Section 08-02 Section 7.02 —

Discrimination Claim Procedure
-Dirserimihatibn C1aim Procédure

Introduction
The purpose of this section is to establish a uniform City
policy for the investigation of discrimination claims.
The
policies set forth in this section will apply to all job
applicants. City employees, and disabled persons who feel
they have been discriminated against in the admission or
access to, and handicapped poroons who fool they have boon
d-iser-iminat^ — against in the admi-soi-on— eg--a0 eeeQ--ter or
treatment or employment in, the programs or activities of
the City.
A.

Definition of Discrimination Claim
A discrimination claim is defined as any claim
an employee, job applicant, or disabled person
believes he/she has been discriminated against
the basis of race, or--han&ioappod-person■who
believes-he/ehe-has been diooriminated- againot
the basis of race,- color, religion, national
origin, age, marital status, ancestry, receipt
public assistance, political beliefs, physical
mental handicap, ex-offender status or sex.

B.

by
who
on
on
of
or

Definition of Sexual Harassment Claim
Sexual harassment in employment covers a broad
spectrum of behavior, ranging from sexual
innuendos made at inappropriate times — perhaps
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in the guise of humor — to coerced sexual
relations.
In its extreme form, sexual harassment
occurs when a person in a position of influence
over the job or career of others uses his/her
authority to coerce another person into sexual
relations or to punish that person for rejecting
or reporting such advances.
The City of Missoula considers such behavior
unacceptable and an abuse of authority.
Sexual
harassment is, furthermore, a violation of State
and Federal equal opportunity and
non-discrimination regulations.
Employees who are
subjected to sexual harassment should contact the
EEO Officer.
Complaints will be investigated
through the established discrimination claim
procedures.
Disciplinary action will be taken when instances
of sexual harassment are identified and confirmed.
Retaliation against persons who file complaints is
also a violation of laws prohibiting
discrimination and will lead to disciplinary
action against offenders.
Supervisors who knowingly condone or knowingly
fail to report incidents of harassment will
themselves be subject to discipline.
C.

Personnel Review Committee.
The Personnel Review Committee (P.R.C.) shall
exist for the purpose of investigating employee,
job applicant and handicapped persons'
discrimination claims.
(This Committee shall also
adjudicate non-union/non- association employee
grievances (see Sii— (■Th-ie--€emmi-%-tee--ohall also
adjudicate non-union/non-aooooiation employee
grievances— (oee 7 ^01 C ) .
1.

Composition and Selection of Members
The P.R.C. shall be composed of five members.
Two of the members shall be department heads
selected by their peers.
One member shall
serve a two-year term and the second member
shall serve a one-year term. The terms shall
start the first Monday in July, 1982, and
from every year thereafter the department
heads shall select a department head to serve
on the Committee for a period of two years.
Two of the members shall be non-department
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heads, non-union/non-association employees
selected by their peers.
One member shall
serve a two-year term and the second member
shall serve a one-year term.
The terms shall
start the first Monday in July, 1982, and
from every year thereafter the non-department
heads, non-union/non-association employees
shall select an employee to serve on the
Committee for a period of two years.
The fifth member of the P.R.C. shall be a
non-union/non-association City employee
selected by the other four members during
their first meeting, The fifth member's term
shall last one year. Each year, after one
department head and one
non-union/non-association employee has been
selected by their peers, the four P.R.C,
members shall select the fifth member.
2.

Authoritv of the Committee
The Committee has the authority to (1)
require the presence and testimony of
witnesses and other evidence held by the City
or any city employee; {2 ) arrange with the
EEO Officer for appropriate support to
facilitate hearings and investigations; (3 )
hold pre-hearing conferences; (4) issue
hearing orders; (5) hold formal hearings and
control conduct of such hearings; (6 ) make
decisions, findings of fact, and
recommendations to the Mayor by vote of a
majority of the regular members involved in
the hearing procèss ;;-ohall bo a
non-union/non-association City employee
golootod b y t h e o t h e r f o u r memboro during
their firot meeting*— Tho-fifth-mombor->G-term
ohall laot one year.
Each year, after one
department head and one
non-union/non-assoeiation employee has been
soloetod by their pooro,- tho four P.RtC,memboro ohall oolcet tho fifth member.

2-*

Authority of the Committee
The Committee has the authority to -(l-)reguire the presenee and testimony of
witneooeo and other evidence h e l d ■by tho City
er- any City employee-;— (2) arrange with the
EEO OffieoF for appropriate•support fee
facilitate hearings and inveotigationo;—
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hold pre-hearing-oon-fegeneog";— (4)- ioauo
hearing ordoroy— (5) hoId-formal hearings and
eontrol oonduot o f -euoh-hearingof— (6 )-make
dooioiono^ findingo of fact, and
reeemmendahieno to-tho Ha-yor—hy vote of- a
majority of tho regular mombors involved in
tho hearing prooosgjD.

Jurisdiction of Committee
1.

Scope of Jurisdiction. The Personnel Review
Committee has jurisdiction over any complaint
of discrimination (other than those which may
be initiated under the grievance or
discrimination claim procedures in existing
collective bargaining agreements).
Complaints may be initiated by any City
employee, by an applicant for employment with
the City, or a handicapped person who has
been discriminated against, in the admission
or access to or treatment or employment in,
the programs or activities of the city.

2.

The jurisdiction of the Committee is
specifically limited to questions of
discrimination.
Neither the review process
nor the Committee’s recommendations should
include any substantive matters other than
those directly related to discrimination.
(For example, the Committee should not
consider whether or not an employee should
have been promoted but whether the denial of
promotion was materially influenced by or
resulted from discrimination.
If the
Committee finds that the employee was a
victim of discrimination, the recommendation
would not be that the employee be promoted
but be reconsidered for promotion in a manner
which would preclude discrimination.)

3.

Jurisdiction. The Committee generally does
not have jurisdiction over a discrimination
complaint until the complainant has exhausted
the "Informal Procedure" and has initiated an
appeal from that procedure in the manner
specified.
Under the following circumstances
the Committee has original jurisdiction over
a complaint though the "Informal Procedure"
has not been exhausted;
a.

When the complainant alleges
discrimination by the EEO Officer.
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E.

F.

b.

When the complainant demonstrates to the
EEO Officer that the complaint may not
reasonably be resolved by means of the
informal procedure.

c.

When the EEO Officer originates the
appeal.

Informal Procedure
1.

Initiating the Complaint. Any City employee
or applicant for employment who claims to
have been unlawfully discriminated against
due to any City regulation or policy or the
official action of any City employee shall
within thirty (30) calendar days of the
alleged discriminatory occurrence, initiate
informal complaint proceedings by contacting
or writing a letter to the City Equal
Employment Opportunity Officer.

2.

Action on Complaint. The EEO Officer will,
within ten (1 0 ) working days of receipt of
the complaintÎ within ten (10 )— dayo of
rocoipt of tho complaint;
a.

Investigate and determine the nature and
extent of the problem.

b.

Convene meetings of appropriate
personnel, including the complainant,
and seek informal resolution of the
complaint.

c.

Notify the complainant in writing of the
current status of the complaint and of
any further remedial action
contemplated.

Formal Procedure
1.

Appeal from the Informal Procedure to the
Formal Procedure:
a.

Written Appeal. If the complainant
chooses to appeal the decision of the
EEO Officer, a written request for a
hearing before the Personnel Review
Committee must be filed within ten (10)
working days of receipt of the decision.
a w
requoot for a hearing before
the rcroonncl Review Committoo muot bo
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filed within ton (10 ) dayo of rceoipt of
the dooioion.- The request for a hearing
must be filed with the EEO Officer.
b.

Notice of Hearing. Within ten (10)
working days of receipt of the written
request for a hearings— Within—ton (10)days of receipt of tho written roquoet
for a hoaringy the EEO Officer will
notify the complainant and the
respondent of the time and place of the
formal hearing before the Personnel
Review Committee. The hearing will be
scheduled within thirty (30) calendar
days of receipt of the written appeal.
Tho hearing will bo oohodulod within
thirty (30) dayo-of receipt of tho
written appeal^

2.

Preparation for the Hearing
a.

Complainant *s Statement. At least
fifteen (15) working days prior to the
hearing the complainant must submit to
the EEO Officer the following
informât ion:— At least ton-■(10 )— days
the eemp-l-a-inant
must— submit to tho -E E O ■Offioor the
following information:
Detailed
statement of facts upon which the
allegations of discrimination are based;
names and addresses and anticipated
testimony from witnesses to be called;
copies of any documents which will be
submitted as evidence; additional
materials the complainant wishes the
Committee to obtain prior to the
hearing; reference to the law or
regulation alleged to be violated;
specific remedy(ies) requested;
preferences for an open or closed
hearing; whether he/she will be
represented by legal counsel and the
identity of the counsel.

b.

Respondent's Statement. At least
fifteen (15) working days prior to the
hearing the person(s) accused of the
discrimination respondent(s) will submit
to the EEO Officer the following:— At
least ten— fiO)— dayo prior to the-hearing
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tho poroon(o) aoouood of tho
dioorimination roopondent(3 ) will oubmitto tho -EEO Officer tho following» A
statement of facts relevant to the
complainant's allegations; names and
addresses of witnesses and summary of
testimony; copies of documents or other
materials to be submitted as evidence.

3.

c.

Legal Counsel Representation. If the
complainant chooses to be represented by
counsel, the respondent will be
represented by City legal counsel.

d.

Forwarding Appeal Documents. The Equal
Employment Opportunity Officer will
forward copies of the above materials to
the members of the Personnel Review
Committee at least ten (10) working days
prior to the hearing-— Tho Equal
Employmont Opportunity Officer will
forward -oopioo— of the above -mat or ia 1o to
the—members of the-Personno1 Roviow
Committoo at least fivo dayo—
— days
prior to the hoaring.
At that time the
EEO Officer may submit any additional
evidence relevant to the complaint.

Pre-hearing Conference
a.

At any time prior to the date of the
formal hearing the Chairperson of the
Personnel Review Committee may call a
pre-hearing conference of all committee
members and any other persons (including
the complainant).
At any time within five--f5) days prior
to tho dato of tho formal hearing the
Chairperson of tho Personnel Roviow
Cemmitetee may -eali- a -pro-hearing
oonforonoo-of all Committoo mombors and
any other persons (including-tho
complainant).

b.

The Committee will discuss and decide
the following; Whether the Mayor should
be requested to appoint legal counsel to
the hearing committee; whether the
evidence presented is complete, an
additional investigation should be
required, or additional witnesses
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called; whether the Personnel Review
Committee should conduct a meeting of
the complainant and other appropriate
parties in an effort to settle the
complaint without a formal hearing.
c.

With concurrence of the majority of the
Personnel Review Committee, the Chair
may decide to:
1)

Set aside the hearing date for any
period tap to ten (10 ) working days
for additional investigation,

t)

Sot aoido the-hearing date for any
poriod-up-to-ton (10 ) days for
additional— invootigation> to obtain
additional witnesses or evidence,
or to schedule a settlement
conference with the complainant and
any other appropriate parties for
purposes of settlement of the
appeal without a formal hearing.

2)

Not schedule a formal hearing if
there is such a preponderance of
evidence to support the allegations
of discrimination.
The Committee
will then issue to the Mayor a
formal decision and recommendations
reflecting that finding.

The Hearing. The formal hearing of the
P.R.C. will be presided over by the Chair of
the Personnel Review Committee.
The hearing
will be a non-adversarxal proceeding,— The
hearing will bo a non-advoffsarial- prooooding,
and strict rules of evidence will not be
applied.
The Chair will be the final arbiter
of all matters of procedure.
In the absence
of strong reasons to the contrary, preference
will be given to the complainant's request
for an open or closed hearing.
The Decision. Within ten (10) working days
of the conclusion of the formal hearing or
receipt of the hearing transcript, if a
transcript is deemed necessary, the Personnel
Review Committee will submit a decision in
writing to the Mayor,— w ithin-ton (10)
m r k i h g ddyb bf^ ^
of tho formal
hearing the Poroonnol ReviewCommittee will
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aubmit a dooioion in writing-te-tho Mayor;
the complainant, the respondent, and the EEO
Officer.
The written decision will contain
the following:
a.

A summary of the allegations of the
complainant.

b.

A statement of the relief sought by the
complainant.

c.

Specific citations of any laws or
regulations alleged to be violated.

d.

A statement
conclusions
whether the
allegations

e.

Recommendations regarding redress of the
complainant's grievance as well as
policy or procedural changes required in
order to preclude further
discrimination.

of the findings of fact and
of the Committee regarding
evidence substantiated the
of the complainant.

6.

Action on Decision. Within ten (10) working
days of receipt of the Committee's decision,Within—ton (10 )— dayo-of- reoeipt— of the
C o m m i t t o o deeigiomy the Mayor will notify
the Committee Chair, the EEO Officer and the
complainant in writing of the decision
relative to each of the recommendations
forwarded by the Personnel Review Committee.
The decision will include (1) the actions
which have been or will be taken regarding
each recommendation; and (2 ) the time frame
in which these actions will be accomplished.
The EEO Officer will distribute copies to
Committee members and the respondent.

7.

Signed Acceptance of Resolution. Prior to
implementation of any remedial action
approved by the Mayor, the complainant will
sign a release indicating acceptance of the
proposed remedial action as complete
satisfaction for any and all claims or causes
of action relative to the complaint.
Employees or job applicants bringing a
discrimination claim will be informed by the
EEO Officer that he/she has 180 calendar days
to file a complaint with the Montana Human
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Rights Commission and 300 calendar days to
file a complaint with the Equal Employment
Opportunity Commission.
Employooo-or job applicants bringing a
dioorimination-eleim-wtll bo informed by tho
B EO-"Offioer that he/ehe -has 180 days te filo
a complaint with tho Montana Human Righto
Commission and 300 d a y s t o file a oomptaint
with tho Equal Employment Opportunity
Commiooion.
G.

Committee Procedures for Discrimination Claim
Procedure.
1.

Members of the City Attorney's Office and the
EEO Officer shall be excluded from membership
on the Personnel Review Committee.

2.

There shall be no limit to the number of
terms each of the members may serve.

3.

If one of the members of the P.R.C. is
involved in a discrimination claim, the
appropriate group (department head or
non-union/non-association employee) shall
select an interim member.

4.

The P.R.C. member selected by the other four
members shall act as the Committee's
Chairperson.

5.

Meetings of the P.R.C. will be on call of the
Personnel Office and shall be held at the
convenience (when possible) of the Committee
members and any other personnel appearing
before the Committee.

6.

The Equal Employment Opportunity Officer
shall act as staff to the P.R.C.
He/She
shall be responsible for preparing an agenda
which sets forth the discrimination claim to
be acted upon by the P.R.C.

7.

The Equal Employment Opportunity Officer
shall be responsible for detailing the agenda
topic, having relevant witnesses present,
having relevant materials present, and other
related testimony necessary to conducting the
hearing. He/She shall not "defend" or
"prosecute" discrimination claims but rather
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serve as a staff member and furnish
information necessary for the P.R.C. to act.
8.

The P.R.C. shall review and hear all relevant
materials, evidence, and testimony during the
hearing. Questions may be asked by P.R.C.
members at any time during the hearing.

9.

Following the hearing, all witnesses and
personnel shall be excused.
The
deliberations of the P.R.C. shall be in
with only those members currently on
PVR iCi shall be in pri v a t e -with only
thooo mombors currently on tho P.R.C;
present. The Committee should honestly
evaluate discrimination claims and take
action it feels necessary regardless of who
is involved.
The Committee should not only
discuss and debate the testimony presented
during the hearing but also the consequences
of the action(s) they are considering.

10.

The P.R.C.'s recommendation on a
discrimination claim shall be by a majority
vote of its members.
Committee members may
vote by open or secret ballot, whichever is
preferred by the majority.

11.

The Equal Employment Opportunity Officer
shall be responsible for communicating the
P.R.C.'s recommendation to the
employee/claimant. Mayor, and other affected
City personnel. The Equal Employment
Opportunity Officer shall also be responsible
for carrying through the actions directed by
the P.R.C. and Mayor.

12.

P.R.C. members shall treat all testimony and
material before them as confidential.
Disclosure of material and testimony by
P.R.C. members shall be done only when
required by further administrative or
judicial investigations, proceedings, and/or
hearings.

13.

Job applicants, personnel, and handicapped
persons bringing discrimination claims must
do so within the allotted time frame or the
claim shall be dismissed.
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CHAPTER
THE FOLLOWING TEXT WAS MOVED
GARBER DEVELOPMENT
Section 09-0 1 — ------------- Policy
A -oaroor--■development program shall bo -deve loped and
maintained- to promote the training and development of City
cmployeeo tot
At

Improve tho-quality-of peroonal oorvieec rendered
to the City.

B-.

Equip City employees for career advaneoment within
City oorviooor

Gs

Provide a-f eservoir of occupational okilla
necoooary—to meet eurrent and future--employment

Section 09-02

---------- Reoponsibilitv—

The Poroonnol Office shalli
At

Initiate, review and analyse the different
tra-i-ninq programo offered to City employeoo;

Bt

Maintain a file containing training literature,
programs available, development manualo, and job
requirements■for-City employeoo;

€t

Maintain a record of -City employees who have
undergone-training programs and update the record
when now program&-ar-o -e©mpl-et-ed-f--afid

Bt

Coordinate-employee-development progr-amo that
affect more than one department ^

Se c t i o n -09- 03— ----------Perter-manoe-AppFa ioalo
Performance appraisals shall bo inoorporatod-into-the
process of career development fog-G-ity--employeeo-r
Section OQ-04-::^----------Emplovoo Preference
City-employees are given preference,— if qualified-, to
position vaean-ei-es -that open in their department or other
departments in the city,
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Soetion 00-05— ----------Eduoafeien-fceave
600 Chapter V éor oduoation— loavo and bonofita*-

THE PRECEDING TEXT -WAS-MGVBB
SAFETY AND WORK CONDITIONS
Section 09-01 -

Policy

The City of Missoula endeavors to provide safe working
conditions for its employees* Administrative Rule #12
delineates the city's Safety and Loss Control Policy* This
policy was created to reduce accidents in the work-place. A
Safety and Loss Control Committee serves as a watch-dog^
coordinator# and liaison for the City's Stop Loss and Safety
Program.
09-02 -

Employee

Each employee is responsible for maintaining safe and
healthful working conditions in their work area and promptly
reporting unsafe working conditions or practices to their
immediate supervisor and/or safety representative*
Section 09-03 Sootion-08-0 1 -

Supervisor/Foreman Responsibility
Poliov .............................

It is the policy of the City that safety eomoo first. Favorable working conditions shall bo obaorvod in-all-aroao
of work.— The-Gity may develop a Comprehensive-Employee
Safety and Workers* Compensation Policy-that-further-dofineo
employee and- supervisor responoibilities in maintaining a
oafe w o r k ■environment.
Section 08-02

---------- Emp 1oveo Reoponoibility

Each employee hao-the responsibility of maintaining safe and
healthful working-oonditiono in the area that the employee
io performing his/her job funotiono.
Section 08-03 — ---------Supervisor/Foreman R esponsibMitv
Supervisor/Foreman will work at all times to control
injuries, accidents and minimize hazards.—acHjidento and
haeards-r- The supervisor/foreman will:
A.

Assume reasonable responsibility and
accountability for safe and healthful working
conditions for employees under their jurisdiction.
Aooume-reaoonable reoponoibility and
accountability for oafe and -healthful working
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eonditiono and- for provontablo injurioo-r
eollioiono^ and liabilitioo oauood by-cmployoos
tmdcr ■tho ouporvioor '@/foreman »o-jur iodi-otioFHB.

Make recommendations for the correction of
deficiencies present in facilities# work
procedures# employee job knowledge# behaviors;%or
attitudes that adversely affect the safety of the
City's employees*

C.

Enforce safety rules and recommend or take
appropriate disciplinary action when employees who
do not conform to such rules*

D.

Provide instruction and training to employees
concerning specific work hazards, or attitudoo
that adversely affect the City.

G-i

Enforce safety ruloo and-take-appropriate
diociplinary action on omploycco who do not
conform to such rules.

B-.

Provide instruction and training to employees
whose-jobs have-specifiowork hasarda aoaooiatod
with them ,

E.

Cooperate with inspectors in shutting down
operations considered to be a hazard to employees.

F.

Act upon safety suggestions# observe working
conditions and methods that prevent possible
safety hazards, and set a good example by working
safely him/her self.

G.

Investigate the causes of all accidents and take
corrective action.

H.

Promptly report all accidents to the appropriate
authority regardless of the extent of injury or
property damagei :

09-04 Accident Reporting
Promptly report all aoeidonts -regardless of tho extent
of injury— or— property damagei
Section 08-04 — ---------- Aooidcnt Reporting
All City related accidents# personal injury or vehicle,
shall be reported on appropriate departmental forms within
twenty-four (24) hours to the department head# the Mayor or
his/her designee, and the City Attorney's Office.
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A.

All vehicle accidents must be immediately reported
to the Police Department for their investigation.

Seetion 08-05

■Training

A.

Employees who operate City equipment shall possess
a valid Montana Operator's Permit and shall take
advantage of defensive driving courses offered by
the City.

B.

Employees are encouraged to take advantage of
training courses offered through the Personnel
Office or their departments.
Such training
courses may include;
1.

First aid courses.

2 - Cardio-pulmonary resuscitation courses.
Cardio-Pulmonary resuscitation-eouraoo.
3.

Driver safety courses.

4.

Preventive health maintenance courses.

5.

Other courses deemed to be beneficial to City
employees by the department heads, Personnel
Office or Mayor's Office.
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CHAPTER X
PERFORMANCE APPRAISAL
Section 10-01 -

Policy

The performance appraisal is intended to stimulate and
facilitate discussions between the employee and the
supervisor on the performance of job duties and to offer
suggestions leading to improvements in the employee’s work
and possible career development opportunities.
section 10-02

-

Applicable Employees

Performance appraisals shall be completed on regular
full-time and regular part-time employees.
Section 10-03 Geotioh 10-01 -

Scheduling of Appraisals
PolidY...................

The performance appraisal— ia intended to stimulate and
faoilitato disouooiono between tho employee and--the
superviser--on-the^orfor-manoo-of job duties and to offer
suggest iono leading to improvomonto -in tho--ompiroyeo ’o work-:
Sootion 10-02— --------- Applioablo Empioyoos
performance appraisals sha-1-1 bo osmpieted on-permanent
full-timo and permanent part-time omployooo*
Section 10-03
A.

B.

----------Por-iod Given

Performance appraisals for City employees are
required at least once a year.
1.

Performance appraisals shall be given to the
employee on his/her anniversary date of
employment with the City.

2.

Employees who have undergone a
reclassification shall be given the
performance appraisal on the anniversary date
of the promotion.

Performance appraisals shall be given to
probationary employees twice during their
probation period.
1.

The first appraisal shall be given halfway
through the probation period.
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2.

The second appraisal shall be given just
prior to the end of the employee's
probationary period.

Section 10-04 Anoraisal Administration
Sootion 10-04 — --------- Appraieal Administration
A.

The employee's immediate supervisor shall give the
performance appraisal and rate the execution of
the duties and responsibilities pertaining to the
position held by the employee.

B.

The Mayor, or his/her designated representative,
shall give performance appraisals to department
heads.

C.

The Mayor shall appraise the representative
designated in (B) above.

Section 10-05 Records
Sootion 10-05— ---------- Rooorda
Performance appraisals shall be forwarded to the Personnel
Office which shall include the appraisal in the employee's
personnel file.
■on 1Q.Q6 .
Performance Appraisal Form
Sootion 10-06— ---------- Perfogmanoo Appraibal Form
A.

Performance appraisals shall be given on forms
provided by the Personnel Office. A supervisory
guide on conducting appraisals is also available.
1.

Alternate forms may be used by a department
which has determined that the City form does
not satisfy departmental needs.
a.

Any alternate form must be approved by
the Personnel Office before use
commences.
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V.

CONCLUSION

A personnel policy manual is a crucial administrative
tool to clearly define employment parameters and work rules.
"The human resources department plays important roles with
respect to work rules, discipline, and work schedules...
anticipating and understanding the impact that changes in
rules and practices will have on other parts of the
system..." (French 1986, p.231).

For that reason, the

personnel manager for the City of Missoula designed and put
into effect a manual in 1982.

There had not been a thorough

review and revision since that date.

During the elapsed

time some laws and administrations had changed.

The

revision process outlined in this paper reflects those
necessary changes.

It also incorporates a new format in

order to create a "user friendly" document which is easy to
update.

Thus, costs will be considerably lower in the

future and employees will have accurate manuals.
The final step in this process, before implementation,
is for employee review.

The administration will hold a

series of meetings to explicate substantial changes.

Also,

in accordance with City administrative rule policy, the new
manual will be posted for fourteen days.

An amended copy,

as included in this paper, will also be posted to facilitate
comment.

There will undoubtably be changes made to the

manual during this process, however, the content of this
129
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paper substantiates that changes have been researched,
analyzed, and carefully worded.
Only time will tell if the manual is truly "user
friendly".

As new laws are implemented and administrations

change, it will be the duty of the Personnel Officer to
continue revising and building on this foundation.
Productive organizations are not stagnant, therefore
personnel policy manuals should be reviewed as goals and
emphases change within the organization.

In several years,

the City of Missoula could explore the possibility of
streamlining their personnel policies.

Some areas for

future consideration could include:
1)

Broadening highly descriptive policies to avoid
complicated procedures

2)

Shortening the time required to make decisions
concerning grievances

3)

Creating less rigid policies to foster more of a "team
spirit" in administration.
As stated in the introduction, all readers must

consider their specific organizations and use this paper as
a stimulant for ideas about format and content of a
personnel policy manual.

A personnel administrator who uses

this paper as a template can only have disastrous results.
Organizations and their employees are unique and dynamic.
personnel policy manual must be continually reviewed.
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revised, and updated in order to remain an effective
administrative tool in the ever changing atmosphere of an
organization.
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RECEIPT FOR PERSONNEL POLICY MANUAL
(TO BE PLACED IN EACH EMPLOYEES PERSONNEL FILE)
I do hereby certify that I have received a copy of the 1991
CITY OF MISSOULA PERSONNEL POLICY MANUAL and will be
responsible for retaining the manual and any updated material
during my employment with the City.
I understand that:
1)

New policies and procedures may be introduced into the
manual following the posting and notice requirement of
the Administrative Rules Ordinance (Number 2232);

2)

Any new policies and procedures adopted into the manual
(see #1 above) will be posted in my department/division
and a copy distributed to me so that I may update my copy
of the manual;

3)

When provisions of this manual conflict with the
collective bargaining agreement I am governed by, the
provision(s) of the collective bargaining agreement shall
be the determining policy; and

4)

The manual does not constitute a contract of employment
between the City and myself.

I also understand that if I, at any time, have questions that
I can contact the City of Missoula Personnel Office, 435 Ryman
Street, Missoula, Montana 59802-4297, Phone: (406) 523-4703
or 523-4730 for further information.

Signed:
Employee

Department

Name:
Please Print

Date
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adopted as administrative rule no. 4, REPLACING THE PREVIOUS
ADMINISTRATIVE

RULE

NO. 4,

DATED

JUNE

2,

1988,

ADOPTED

PURSUANT TO THE AUTHORITY GRANTED IN ORDINANCE NUMBER 2232.
PASSED BY THE CITY COUNCIL ON THE 26TH DAY OF OCTOBER, 1981.

SIGNED INTO POLICY ON THE ______ DAY OF

APPROVED:

DANIEL KEMMIS
MAYOR
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1991.

Introduction to the Personnel Policy Manual
Format
This manual is divided into chapters and each chapter is
divided into specific policies and guidelines. A seven-digit
number is assigned to identify the chapter number, the policy
or guideline number and the page number.
The
number
is
illustration:

structured

as

shown

in

the

following

01-11-026
01 = Chapter Number.
11 = Policy
or
Guideline
Number
within
Chapter.
026= Page Number within the Manual.

the

Page numbers within this manual may change as new policies and
guidelines are adopted, revised or deleted. If new additions
exceed the page length of the old policy, then the page number
will reflect an alphabetical listing so as not to upset the
numbering system of the rest of the manual. An example;
If policy number 01-11-026 is 1 page long and is replaced
by a policy which is 3 pages long, the new page numbers
will be:
01-11-026
01-ll-026a
01-ll-026b
This will preclude renumbering the entire manual as additions,
revisions or deletions are made to the personnel policy
manual.
Proposed additions to this manual will be posted pursuant to
the Administrative Rules Ordinance.
All new additions will
show the effective date the policy or guideline starts.
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CHAPTER I
GENERAL PROVISIONS
Section Ol-Ol -

Purpose

The purpose of this Personnel Policy Manual is to establish a
system of personnel administration for the City of Missoula
that is efficient, equitable, and functional. This manual is
dedicated to merit principles and governs rules, policies and
conditions of employment for City personnel.
The Personnel
Policy Manual, while providing guidelines, should not be
construed as a contract between the City of Missoula and its
employees.
Section 01-02 -

Statement of Non-Discrimination

A.

The
City
is
dedicated
to
a
policy
of
non-discrimination in which no individual shall be
discriminated against with regard to compensation,
terms,
conditions,
or
other
privileges
of
employment because
of race,
ancestry,
color,
handicap, religion, national origin, sex, age,
marital status, creed, ex-offender status, physical
condition, political belief, or public assistance
status.

B.

The
City
is
committed
to
Equal
Employment
Opportunity Guidelines.
All provisions of this
manual,
in
regard
to
employment,
shall
be
administered in accordance with the provisions
contained in such Equal Employment Opportunity
Guidelines.

C.

Mayor's statement on Affirmative Action.
Policy Statement
The Mayor of the City of Missoula is committed to
implement affirmative action to provide all persons
equal opportunity for employment without regard to
race, color, handicap, religion, creed, national
origin, age, marital status, or sex.
In keeping
with this commitment, we are assigning to all
department heads and their staff the responsibility
of actively facilitating equal opportunity for
present employees, applicants and trainees.
This
responsibility
shall
include
assurance
that
employment decisions are based on furthering the
principle of equal employment opportunities by
imposing only valid requirements for employment and
assuring
that
all
personnel
actions
are
administered on the basis of job necessity.
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Specific responsibility for development, implemen
tation, monitoring and reporting are assigned to
the City Personnel Office under the supervision of
the Mayor.
It is the policy of the City of Missoula to take
affirmative action to eliminate discrimination in
personnel policies and procedures that have adverse
impact
on
the
"affected
class"
unless
sex,
ex-offender's status, and/or physical or mental
handicap relates to a bona fide occupational
qualification.
Equal
opportunities
shall
be
provided for all City employees during their terms
of employment. All applicants for City employment
shall be recruited from the available labor market
and employed on the basis of their qualifications
and abilities.
The City of Missoula, where practical,
shall
utilize minority-owned enterprises and shall ensure
that subcontractors and vendors comply with this
policy.
Failure of subcontractors and vendors to
comply with this policy statement shall jeopardize
initial, continued or renewed funds.
Our commitment is intended to promote equal oppor
tunity in all employment practices and provide
a
positive program of affirmative action for the City
of
Missoula,
its
employees,
trainees
and
applicants.
Section 01-03-

Statement
Concerning
Substance Use

Controlled

The City of Missoula will strictly enforce the prohibition of
possession, use, distribution or manufacture of a controlled
substance in the work-place.
Immediate action, pursuant to
Section 7-16 of this manual, will be taken with any employee
engaged in the above activities in the work-place.
Section 01-04

-

Conflict of Law

In situations where the provisions of this personnel policy
manual conflict with City Ordinance, State Statute, Federal
Law, or a collective bargaining agreement, the provisions of
said ordinance,
statute,
law, or collective bargaining
agreement, shall supersede the conflicting provisions in this
manual.
Section 01-05

-

Severability
140
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If any section, subsection, sentence, clause, phrase or word
of this manual is for any reason held to be invalid or
unconstitutional, such decision shall not affect the validity
of the remaining portions of this manual.
The City hereby
declares that it would have put into effect this manual and
each section, subsection, sentence, clause, phrase, and words
thereof, irrespective of the fact that any one or more
sections, subsections, sentences, clauses, phrases or words
have been declared invalid or unconstitutional, and if for any
reason
this
manual
should
be
declared
invalid
or
unconstitutional, then the remaining manual provisions will be
in full force and effect.
Section 01-06 -

Definitions

For the purpose of
defined as below:

this

manual,

the

following

terms

are

Affinitv - relationship by marriage.
Appropriate Authority -

the Mayor except where such power
stated has been delegated to a
supervisor or department head.

Authorized - authority that has been delegated by the Mayor.
Cause -

employee's conduct, action, or lack of action that
has led to disciplinary sanctions directed towards
the employee by a supervisor or department head
that ranges
from a verbal reprimand to job
dismissal.

City Officer - one who holds an office of the municipality.
Conflict of Interest -

an employee engaging in outside
employment
or
activities
that
conflict with City interests or the
employee's ability to satisfactorily
perform his/her duties as a City
employee.

Compensatory Time - time spent working for the City by
employees not eligible for overtime that
is in excess of their regularly scheduled
work hours.
Consanguinity Consecutive -

blood relationship; descent from a common
ancestor.

employment that regularly lasts from week to
week and month to month in a given year.
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Department Head -

Dismissal -

a City employee who has the powers,
duties, and responsibilities of operating
and administering a specific department.

the involuntary termination of employment for
reasons other than lack of funds, lack of
work, retirement or resignation.

Division Head -

a City employee who has the powers,
duties, and responsibilities of operating
and administering a specific division
within a department.

Exempt Employee -

employees who are by law excluded from
the
overtime
and/or
minimum
wage
provisions of the Fair Labor Standards
Act.

Flex-Time -

an adjustment of employee working hours that
varies from the regularly scheduled working
hours.
a
complaint
or
dispute
initiated
by
a
non-union/non-association City employee over
the application, meaning, or interpretation of
this Personnel Policy Manual, except that
layoffs
and
terminations
shall
not
be
considered grievances.

Immediate Family -

parents,
grandparents,
siblings,
children, grandchildren, of the employee
or spouse; son-in-law or daughter-in-law,
or any individual who has become a
permanent
member
of
the
employee's
household.

Inefficiency - inadequate performance at work duties as work
duties
are
described
in
the
employee's
position job description.
Leave -

authorized time
off work for employee use of
vacation
leave, sick leave, disability leave,
leave without pay, holiday leave, military leave,
education leave, sabbatical leave, jury duty or
serve as a witness leave.

Mavor -

the Chief Executive Officer of the City or his/her
designee.

Non-Exempt Employee -

employees who are not excluded from
the overtime and/or minimum wage
provisions
of
the
Fair
Labor
142
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Standards Act.
Overtime -

compensation
for
non-exempt
employees,
pursuant to Fair Labor Standards Act, for
hours worked in excess of 40 hours in a work
week.

Performance Appraisal -

process by which City employees are
appraised on the execution of the
duties and responsibilities of the
employee's position.

Preference -

opportunity
for
considered first
Section 3-02).

City
employees
to
be
for vacant positions (see

Probation -

the 6-month period from the initial hiring,
transfer, demotion, or promotion date during
which the work performance and conduct of the
employee is appraised to determine whether
regular status will be granted.

Professional Emplovees -

employees employed in a bona
fide professional capacity as
defined
by
the
Fair
Labor
Standards Act.
Resignation - voluntary termination by an employee.
Retirement -

Status -

voluntary or physical disability termination
of an employee who will receive retirement
benefits immediately upon termination.

See chapter
categories.

4

for

definitions

of

employment

Supervisors -

any individual authorized to assign and direct
other employees, adjust employees' grievances,
discipline
other
employees,
perform
performance appraisals, and exercise authority
delegated to him/her
by his/her department
head that is not of
a merely routine
or
clerical nature butrequires the use
of
independent judgment.

Termination -

an employee being separated from employment
due to retirement,
resignation,
temporary
nature of the position,
or end of term of
employment or appointment.

Transfer -

an employee changing
department to another.

employment
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from

one

CHAPTER II
PERSONNEL ADMINISTRATION
Section 02-01 -

Administration

A.

Under Chapter 2.02 of the Missoula Municipal Code,
the Mayor is directed to administer all City
personnel
actions,
including
the
right
to
establish, administer, and amend the provisions of
this manual.

B.

The Mayor has the authority, pursuant to Montana
Codes Annotated 7-1-4126 and City of Missoula
Ordinance Number 2232, to adopt administrative
rules in order to administer City services and to
supervise City activities and personnel in a fair
and equitable manner.
1.

The administrative rules shall be posted for
comments in the City Clerk's Office for two
weeks prior to adoption.
Subsequently,
all
rules so adopted shall be entered into an
administrative code available in the City
Clerk's Office.

C.

The provisions
of this manual
shall not
be
construed as limiting the power and authority of
any City officer, department head, or division head
to
make
departmental
rules
and
regulations
governing the performance of employees.
Such
departmental rules and regulations, however, shall
not conflict with provisions of this manual.

D.

Suggestions for amendments to this manual
are
welcomed at any time from employees covered by the
manual's provisions.
All suggestions shall be
submitted in writing to the Personnel Office.

Section 02-02 -

Citv Council

The City Council shall have the responsibility and authority
to participate in personnel administration duties that are
authorized by State Statute, City Ordinance, provisions listed
in Chapter 2.06 of the Missoula Municipal Code, and provisions
listed in this personnel policy manual.
Section 02-03 -

Citizen Boards

The policies of this personnel manual shall not conflict with
the powers, duties and responsibilities that are reserved, by
law, for citizen boards.
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Section 02-04 Heads

citv

Officers/Department

Heads/Division

City officers and department/division heads shall have the
responsibility to:
A.

Administer the
department.

B.

Keep employees in their departments
current personnel policies.

C.

Administer
discipline
in
accordance
with
departmental rules and personnel policies set forth
in this manual.

D.

City

personnel

policies

in

their

informed

of

Participate in grievance procedures.

E.

Provide the Personnel Office and other appropriate
offices
with
the
necessary
information
for
conducting labor negotiations.

F.

Participate in labor negotiations.

G.

Request
a
position
announcement
and
give
appropriate title classification to the Personnel
Office.

H.

Make appointments of
their departments.

Section 02-05 The Personnel
authority to:

employees

to

positions

in

Personnel Office
Office

shall

have

the

responsibility

and

A.

Administer the policies and procedures set forth in
this manual.

B.

Keep City officers, department heads, and division
heads informed of personnel policies and procedures
that affect the operation of their departments.

C.

Keep City officers, department heads, and division
heads informed of changes in the manual's policies.

D.

See that Equal Employment Opportunity, Affirmative
Action and non-discrimination policies are adhered
to.

E.

Maintain a roster of all City employees.
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F.

Maintain a job and salary classification

G.

Participate in grievance procedures.

H.

Administer all personnel recruiting activities.

I.

plan.

Notify the appropriate advertising agencies when a
job vacancy presents itself.

J.

Conduct pre-employment investigations
qualifications of applicants.

K.

Conduct orientation for new employees.

L.

Maintain personnel records.

M.

Protect the security
personnel records.

N.

Administer employee benefits including, but not
limited to, the employee's health benefit plan.
Workers'
Compensation,
deferred
compensation.
Public Employees' Retirement System, and employee
incentive programs.

0.

Keep
updated
on
appropriate
insurance,
compensation, and other claims that City employees
may bring forth.

P.

Maintain career development and training programs
for City employees.

Q.

When possible, conduct exit interviews with City
employees who have resigned, retired, terminated,
or been dismissed.

R.

Perform all duties designated to the office by the
appropriate authority.

and

into

confidentiality

of
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the

all

CHAPTER III
RECRUITMENT AND SELECTION
Section 03-01 -

Policy

A.

In
accordance
with
sound
merit
principles,
recruitment and selection of personnel will go to
the most properly qualified persons.

B.

As stated in Chapter One, the City is dedicated to
Affirmative Action, non-discrimination, and Equal
Employment Opportunity Guidelines.

C.

The City may
take advantage of job
programs available in the community.

Section 03-02 -

training

Citv Employee Preference

Regular
full-time,
regular
part-time,
and departmental
temporary and seasonal employees, who possess the necessary
qualifications for the vacant position, that apply for
promotion or transfer, shall be given preference with first
consideration given to those employees working in the
department where the vacancy exists.
A.

A City employee is allowed to transfer
department to another provided;

from one

1.

There is an authorized position vacancy;

2.

The employee is qualified for the position and
has applied for it; and

3.

The hiring authority deems the applicant
possesses the necessary qualifications and
selects the applicant.

Section 03-03 -

Countv Employee Preference

In general, no preference will be given to County employees,
however, situations covered by interlocal agreements will be
considered on a case-by-case basis.
Section 03-04 -

Recruitment and Selection Process

The recruitment process will begin when the Personnel Office
receives a request from the department/division head in
conjunction with a letter of resignation from the employee
currently in the position. In the case of a newly created and
budgeted position, the recruitment process will begin when the
department/division head notifies the Personnel Office.
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The department/division head will meet with the Personnel
Office to review the job description,
status,
salary,
application deadline, and proposed date of hire based upon
budgetary constraints.
A.

In-house Recruitment
1.

The Personnel Office will then initiate the
in-house recruitment process by circulating a
position
vacancy
announcement
to
all
departments for posting.
a.

2.

All in-house applicants shall be interviewed
for the position and be notified in person and
in writing as to the basis of the selection
decision.
a.

B.

The departmental posting period shall be
at least five days.

The department/division head may decide
to open the position up to outside
applicants and consider the in-house
applicants with the total applicant pool.

Out-of-house Recruitment
1.

2.

If the department/division head decides to
recruit outside of the City employee applicant
pool, the Personnel Office will advertise the
position by sending a position vacancy notice
to the following agencies:
a.

The Missoulian.

b.

Missoula Job Service.

c.

Local minority organizations.

d.

Any other organization that seeks to
place itself on the Personnel Office's
mailing list.

e.

Any
other
publication,
newspaper
or
professional,
appropriate
to
notify
potential applicants.

After the application deadline, the Personnel
Office will give the department head:
a.

Applications
position.

received

for

the
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vacant

3.

b.

A list of the applicants with those who
claim eligible veteran or handicapped
preference noted.

c.

Forms
to
complete which
record
the
scoring
procedure
used
and
minimum
qualification requirements.

Upon review of the applications received from
the Personnel Office, the department head
shall decide which of the applicants to
interview for the position based on:
a.

Screening the applications in accordance
with
Personnel
Office
guidelines;
maintaining
strict
adherence
to the
City's
policies
and
guidelines,
Affirmative Action Plan, Equal Employment
Opportunity
guidelines.
Veteran's
Preference and Handicapped Preference
Laws.

b.

The Personnel Office must review the list
of applicants to be interviewed before
the
applicants
are
contacted.
The
Personnel Office may reject an applicant
if:
1)

The applicant does not possess the
minimum
qualifications
for
the
advertised position.

2)

The
applicant
has
given
false
information on the application.

3)

The applicant has established an
unsatisfactory
employment
record
that demonstrates unsuitability for
the position.

4)

The
applicant
is
physically,
mentally, or otherwise unable to
perform effectively the duties of
the position.

4.

The department/division head may require a
physical
examination
and/or
a
written
examination for the new employee if the
position so requires.

5.

Prior to offering a position to an applicant
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the
department head must receive approval
from the Personnel/EEO Officer and/or Chief
Administrative Officer.
6.

Any City employee who has been discharged for
cause shall not be re-employed without the
written authorization of the Mayor.

7.

Applications,
scoring
sheets,
interview
questions, and all completed paperwork must be
returned to the Personnel Office.

Section 03-05 -

Council Consent of Citv Officers

Reserved.
Section 03-06 A.

B.

Employee Orientation

During the first day on the job each new employee
shall be briefed by the appropriate authority on:
1.

City and department policies
that affect the job;

2.

Department structure,
and

3.

Benefits and compensation offered by the City.

goals,

and procedures
and objectives;

New employees, excluding temporary and seasonal
employees, shall be given a copy of "The Blue
Book", the employee information handbook.
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CHAPTER IV
EMPLOYEE STATUS
Section

04-01 -

status

The following are the statuses that City employees will be
listed under;
A.

Probationary Status - is the status of an employee
during the period of employment from the initial
hiring, transfer, demotion,or promotion
date,
during which the work performance and conduct of
the employee is appraised to determine whether
regular status will be granted.
The probationary
period is six months in length.

B.

Regular Full-Time Status is the status of an
employee who normally works forty hours a week in a
position
and
the
work lasts
at
least
ten
consecutive months in any twelve-month period.

C.

Regular Part-Time Status is the status of an
employee
that
has
regularly
scheduled
work
assignments that usually include at least twenty
hours and less than 40 hours each week and the work
lasts for more than ten consecutive months in any
twelve-month period.

D.

Temporarv Full-Time Status - is the status of an
employee who normally works forty hours per week in
a position that is created for a definite period of
time but not to exceed nine months and the position
is not renewable.

E.

Temporary Part-Time Status - is the status of an
employee
that
has
regularly
scheduled
work
assignments that usually include at least twenty
hours and less than 40 hours each week in a
position that is created for a definite period of
time but not to exceed nine months and the position
is not renewable.

F.

G.

Seasonal
Full-Time Status - is the status of
employee who normally works forty hours per week
a position that is created for a definite period
time which is interrupted by the seasonal nature
the position.

an
in
of
of

Seasonal Part-Time Status - is the status of an
employee who normally works a minimum of twenty
hours and less than 40 hours per week in a position
that is created for a definite period of time which
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is interrupted
position.
H.

B.

the

seasonal

nature

of

the

Special Employment Status - is the status of an
employee hired under a specifically funded program
for a definite period of time who shall not have
regular status and/or an employee who is hired
solely on a call-in basis.

Section 04-02A.

by

Change of Status

When an employee has undergone a status change, it
is the responsibility of the department head to
complete an employee status change form and forward
the form to the Personnel Office.
1.

The Personnel Office shall review, approve,
and record the change in the employee's
personnel file.

2.

The Personnel Office shall forward a copy of
the form to the Payroll Accounting Clerk.

Employees shall notify the Personnel Office of any
changes in personnel data.
1.

This may be accomplished by submitting a
written description of the change in personnel
data to the department head or Personnel
Office.
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CHAPTER V
EMPLOYEE PERSONNEL RECORDS
Section 05-01 An employee's personnel file in the Personnel Office is the
official City record of employment.
Employees may
review
their own personnel files upon making an appointment with the
Personnel Office in advance.
A.

Employees
are
responsible
for
the
accurate
representation of all information and should check
the information to ensure accuracy.
1.

Changes must be submitted to the Personnel
Office in a timely manner on a Status Change
Form.
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CHAPTER VI
EMPLOYEE BENEFITS
Section 06-01 -

Vacation Leave

Regular full-time, regular part-time, temporary full-time, and
temporary part-time employees will be eligible to accumulate
vacation leave credits from the first day of employment and
use them with pay after six months of continuous employment.
A.

Vacation leave credits shall be earned at a yearly
rate calculated in accordance with the following
schedule where 1 year equals 2,080 hours of work.
40 hours X 52 weeks = 2.080 hours = 1 vear

Years
Employed

Credits
Per
Month

Credits
Per
Year

Less than 10
10 to less than 15
15 to less than 20
20 or more

10
12
14
16

120
144
168
192

B.

hours
hours
hours
hours

If part-time, on
LWOP or not in
employed status
portion of pay
oeriod
.058 X No. hours
.069 X No. hours
.081 X No. hours
.092 X No. hours

hours
hours
hours
hours

1.

Overtime is not counted.

2.

When
calculating
incomplete
pay
periods
and
part-time hours, final figures are rounded off to
the hundredth of an hour.

3.

For the purpose of determining years of employment,
an employee must be credited with an entire pay
period in which he is in a pay status or on an
authorized leave of absence with pay, regardless of
the number of hours of service in the pay period.
(Also refer to Section 06-01-1 on Prior Service
verification.)

The following rules shall apply to vacation leave:
1.

Vacation time taken off shall be recorded to the
nearest 1/2 hour when fractions of hours are used.

2.

No vacation leave with pay
advance of credits earned.

will

be

3.

Vacation leave credits will not
accrue
authorized leave without pay status.
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granted
in

in
an

4.

Vacation
approval
head.

5.

Vacation leave credits may be accumulated to a
total not to exceed 2 times the maximum hours
earned annually as of the end of the first pay
period of the next calendar year.
a.

6.

C.

leave can not be used without prior
of the employee's department/division

Excess vacation time will not be forfeited if
taken, or cashed out if retiring, within 90
calendar days from the last day of the
calendar year in which the excess was accrued.

Employees who have not completed
six months
continuous employment upon termination may not cash
out their vacation credits.

Holidav Vacation Leave
Vacation leave taken over a legal holiday will not be
charged against the employee's accumulated vacation leave
total for the legal holiday.

D.

Vacation Leave/Sick Leave
Vacation leave time may be substituted for sick leave
time with the consent of the employee.

E.

Emolovee Termination
An employee who terminates employment is entitled to a
lump sum payment at the current salary rate at the time
of termination for unused vacation leave provided they
have worked the qualifying period of six continuous
months.

F.

Transferred Emolovees
If an employee is transferred between departments, the
employee will not be entitled to a lump sum payment for
accrued vacation leave credits.
1.

G.

The department receiving the transferred employee
shall assume the liability for the accrued vacation
credits earned and transferred with the employee.

Donation of Vacation Leave
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Employees who are eligible to use vacation leave may
donate vacation leave credits (hours) to be used by
another employee who does not have sufficient leave
credits to remain in an active pay status during an
extended absence due to illness or injury. The following
rules shall apply:
1.

The donation is based on vacation credits, not on
rate of pay.

2.

The donated credits will be subtracted from the
donating employee's vacation credit accumulation
and added to the recipient employee's sick leave
credit accumulation.

3.

Employees may donate vacation credits in any amount
if the donation will not reduce their accumulated
vacation credit balance to under 80 credit hours.
Employees having 80 or fewer vacation credit hours
accumulated may donate a maximum of two credits.

4.

H.

The donation of credits, once made,
rescinded by the donating employee.

can

not

be

5.

Credits not used by the recipient employee will be
returned
to
the
donating
employee
when
the
recipient employee returns to work,
completes
his/her recuperation, or terminates employment with
the City.

6.

Employees may receive a combined total of 480
credit hours of donated sick and vacation leave per
twelve month period (see Sections 06-01-H,
06-02-H and 05-02-1).

Receipt of Donated Vacation Leave
1.

Donated vacation leave credits will be credited to
the recipient employee's sick leave account.

2.

An employee may receive a maximum combined total of
480 hours of donated sick and vacation credits per
twelve month period.

3.

To be eligible to receive donations
leave credits, an employee:
a.
b.

Must be eligible to use
Section 06-02);
Have an illness, injury or
condition, as described in
that results in an absence

sick

of

vacation

leave

(see

other qualifying
Section 06-02-C,
of at least ten
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working days;

I.

c.

Must have exhausted all other
leave and compensatory time;

accrued

paid

d.

Have their department head's approval for the
leave (the department head may require medical
certification);

e.

Must not be eligible for Workers' Compensation
benefits;

f.

Must be an employee of the City of Missoula;

Prior Service With Another State Aaencv
City employees who have been employed with another state
agency may use that time towards their vacation accrual
rate provided;
1.

They obtain a Certification of Prior Employment
Hours For Annual Vacation Leave Rate Earned Form
from the Personnel Office.

2.

The employee sends the form and it is certified by
the appropriate state agency.

3.

When the Personnel Office receives the completed
certification form, the employee will receive the
additional time towards their vacation accrual
rate.
For the purpose of determining years of
employment, an employee must be credited with an
entire pay period in which he is in a pay status or
on an authorized leave of absence with pay,
regardless of the number of hours of service in the
pay period.

4.

It is the employee's responsibility to furnish all
the necessary information to the Personnel Office.

Section 06-02 -

Sick Leave

Regular full-time, regular part-time, temporary full-time and
temporary part-time employees will be eligible to accumulate sick
leave credits from the first day of employment and use them with
pay after 90 days of continuous employment.
A.

Sick leave credits shall be earned at a yearly rate
calculated in accordance with the following schedule
where 1 year equals 2,080 hours of work.
40 hours X 52 weeks = 2.080 hours = 1 vear.
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Period of Einplovment

Working Hours Credit

Each 1 year of employment
Each 1 month of employment
Not in employed status entire
pay period, on LWOP, or
part-time employee

B.

C.

96
8
.046 x hours
worked

1.

Overtime hours are not counted.

2.

When
calculating
incomplete
pay
periods
and
part-time hours, final figures are rounded off to
the hundredth of an hour.

The following rules shall apply to sick leave;
1.

Sick leave time taken will be recorded to the
nearest 1/2 hour when fractions of hours are used.

2.

No sick leave with pay will be granted in advance
of credits earned.

3.

Sick leave credits will not accrue in an authorized
leave without pay status.

4.

Whenever
the
City
Personnel
Office
or
the
department/division head has reason to believe that
an individual employee might be abusing sick leave,
they may request the employee claiming or using
sick leave to substantiate their claim.

Sick leave may be granted for:
1.

Illness

2.

Injury,

3.

Medical disability;

4.

Maternity-related disability; including prenatal
care,
birth,
miscarriage,
abortion,
or
other
medical care for either employee or child;

5.

Quarantine
disease;

6.

Medical, dental or eye examination or treatment;

7.

Necessary care or attendance to an immediate family
member or, at the department head's discretion,

resulting

from exposure

to contagious
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another relative, for the above reasons until other
attendance can reasonably be obtained; and
8.

D.

Death or funeral attendance for an immediate family
member or, at the department head's discretion,
another person.

Holidav/Sick Leave
Sick leave taken over a holiday may not be charged to an
employee's sick leave for that day.
Exceptions may be
made for employees scheduled to work the holiday (i.e.
emergency services) . Proper medical certification may be
required to substantiate such illness.

E.

Sick Leave/Vacation Leave
If all sick leave credits have been used, an employee
that is eligible to use vacation leave credits will have
the option of using accrued vacation leave credits.

F.

Termination of Emolovees
An employee who terminates employment is entitled to a
lump sum payment at the current salary rate at the time
of termination equal to 1/4 of the pay attributed to the
accumulated sick leave provided they have worked the
qualifying period of three calendar months.

G.

1.

Such termination pay will only apply
credits earned since July 1, 1971.

to

those

2.

Abuse of sick leave shall be cause for dismissal
and forfeiture of unused sick leave lump sum
payment.

Transferred Employees
If an employee is transferred between departments, the
employee will not be entitled to a lump sum payment for
accrued sick leave credits.
1.

The department receiving the transferred employee
shall assume the liability for the accrued sick
leave credits transferred with the employee.
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H.

Donation of Sick Leave
Employees who are eligible to use sick leave may donate
sick leave credits (hours) to be used by another employee
who does not have sufficient leave credits to remain in
an active pay status during an extended absence due to
illness or injury.
Donating employees must donate four
sick leave credits (hours) for a recipient employee to
receive one sick leave credit (hour).

I.

1.

The donation is based on sick leave credits, not on
rate of pay.

2.

Four donated credits will be subtracted from the
donating employee's sick leave credit accumulation
for every one credit added to the recipient
employee's sick leave credit accumulation.

3.

Employees may donate up to eighty (80)
sick leave during a twelve month period.

4.

Employees must have a minimum balance of eighty
(80) hours sick leave credit remaining after the
contr ibut ion.

5.

The donation of credits, once made,
rescinded by the donating employee.

6.

Credits not used by the recipient employee will be
returned
to
the
donating
employee
when
the
recipient employee returns to work,
completes
his/her recuperation, or terminates employment with
the City.

7.

Employees may receive a total of 160 credit hours
of donated sick leave and a combined total of 480
hours of sick and vacation leave per twelve month
period.
(See Sections 06-02-1 and 06-01-H)

hours

can

not

of

be

Receipt of Donated Sick Leave
1.

One sick leave credit will be added to the
recipient employee's sick leave account for every
four sick leave credits donated.

2.

An employee may receive a total of 160 credit hours
of donated sick leave and a maximum combined total
of 480 hours of donated sick and vacation credits
per twelve month period.
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3.

To be eligible to receive donations of sick leave
credits, an employee:

Section 06-03 -

a.

Must
be eligible to use sick
introduction to Section 06-02);

leave

b.

Have an illness, injury or other qualifying
condition, as described in Section 06-02-C,
that results in an absence of at least ten
working days;

c.

Must have exhausted all other
leave and compensatory time;

d.

Have their department head's approval for the
leave (The department head may require medical
certification);

e.

Must not be eligible for Workers' Compensation
benefits;

f.

Must be an employee of the City of Missoula;

accrued

(see

paid

Leave Without Pay

A.

Leave without pay shall be for use as outlined under
disability leave, or for up to one month for other valid
and good reasons if granted by the department head and
the Mayor or his/her designee.

B.

Leave
without pay thatis not fordisability and is
in
excess of one month shall be granted only with the
approval of the employee's department head and the Mayor
or his/her designee.

C.

While
an employee is on leave without pay
or on
suspension, no vacation or sick leave credits accrue and
service time for retirement will be adjusted accordingly.

D.

When
employees remain on leave without pay
or on
suspension for more than fifteen (15) working days in one
twelve month period, service time for longevity and
seniority will be adjusted accordingly.

E.

While
an employee is on leave without pay
or on
suspension the City's payment of health, dental, vision,
and life insurance premiums stop.
1.

Employees on authorized leave without pay may make
arrangements with the Finance Office to personally
pay health and dental premiums.
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Section 06-04 -

Disability Leave

Disability leave shall mean eligible employees using sick leave
credits, vacation leave credits, or leave without pay for the
purpose of recovering from physical disabilities,
including
pregnancy and related maternity time off.
A.

B.

Disability leave without pay for up to 90 calendar days
for employees in a regular status may be granted by the
employee's department head and the Mayor or his/her
designee, and must be substantiated by proper medical
certif ication.
1.

Extensions beyond 90 calendar days of leave without
pay may be granted with the approval of the
department head and Mayor or his/her designee.

2.

When the period of authorized leave without pay has
expired and the employee is unable to return to
work,
the
City is
relieved of
employment
responsibility to the employee.

3.

Section 6-03 shall dictate the accrual of benefits
during the disability leave without pay.

Preanancv and Maternitv Leave.
Pregnancy and maternity leave shall mean eligible
employees using
sick leave
credits, vacation leave
credits, or leave without pay for the purpose of
recovering from the physical disability associated with
the pregnancy and maternity time off.
1.

2.

Employees shall be granted leave without pay for up
to 90 calendar days for pregnancy and maternity
leave.
This is in addition to any sick leave
and/or vacation leave the employee wishes to use.
a.

Extensions beyond the 90 calendar days may be
granted and will
be based upon agreement
between the employee and her department head
and is subject to proper medical certif
ication.

b.

Section 06-03 shall dictate the accrual
benefits during the leave without pay.

of

Employees using
sick and vacation
leave
for
pregnancy and related time off that have signified
on their written request for disability leave their
intention to return to work at the end of the
agreed to leave time, shall be reinstated to their
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original job, or to an equivalent position with
equivalent
pay
and
accumulated
seniority,
retirement, and other benefits, if and when the
employee is physically able to return to work as
certified by a licensed physician.
3.

Employees using leave without pay for pregnancy and
related maternity time off that have signified on
the request
for disability
leave
form their
intention to return to work at the end of the
agreed to leave time, shall be reinstated to their
original job, or to an equivalent position with
equivalent pay
if and when the employee
is
physically able to return to work as certified by a
licensed physician.

4.

Employees will be granted a reasonable amount of
time off for paternity leave.
The paternity leave
will be taken from the employee's vacation leave or
as leave without pay.
a.

C.

Under proper medical certification sick leave
may be granted for paternity leave.

Adoption Leave
Employees will be granted a reasonable amount of time off
for adoption procedures which require their presence.
1.

The
adoption
leave
will
be
taken
from
the
employee's vacation leave or leave without pay and
will be based upon an amount of time agreed upon by
the employee and his/her department head.

Section 06-05 -

Militarv Leave

Military leave shall mean a period of absence from employment
occurring either during a war involving the United States or in any
other National/State emergency.
A.

Military leave with pay, not to exceed 120 working hours
in a calendar year, shall be granted to employees that
have been employed continuously for six months, that are
members of the organized State Militia, National Guard,
unorganized or organized Reserved Corps; or Military
Forces
of
the
United
States,
to
attend
regular
encampments, training courses, and similar programs.
1.

This

leave

will

not

be

charged

against
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the

employee's vacation time.
B.

City employees have the option of taking annual vacation
leave or being placed on leave without pay status when
ordered to active duty with the State National Guard.

C.

For the purpose of determining the number of years of
employment used in vacation leave credits, the period of
absence from employment due to a war involving the United
States or in any other national emergency and for 90 days
thereafter, the period is considered as service if one of
the following instances apply:
1.

Having been ordered to active duty with the Armed
Forces of the United States.

2.

Voluntary service on active duty in the Armed
Forces or on ships operated by or for the United
States Government.

3.

Direct assignment to the United States Department
of Defense for duties related to National Defense,
if leave without pay has been authorized.
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Section 06-06 -

Holiday Leave

The following are legal holidays:
1.

New Year's Day, January 1.

2.

President's Day, third Monday in February.

3.

Memorial Day, last Monday in May.

4.

Independence Day, July 4.

5.

Labor Day, first Monday in September.

6.

Columbus Day, second Monday in October.

7.

Veteran's Day, November 11.

8.

Thanksgiving Day, fourth Thursday in November.

9.

Heritage Day, day after Thanksgiving Day.

10.

Christmas Day, December 25.

11.

State-wide election day in November of even

12.

Any day declared a national legal holiday for all
governmental subdivisions within the entire nation
by the President of the United States; any day
declared a state legal holiday for all State and
local political subdivisions by the Governor of the
State of Montana; any day declared a legal holiday
for all City government employees by the Mayor of
the City of Missoula.

years.

A.

All full-time employees shall receive eight (8) hours off
with pay for days observed as legal holidays or
authorized proclaimed work days off, provided they are in
an employed status with pay either the last regularly
scheduled working day before or the first regularly
scheduled working day after a holiday is observed.

B.

Any full-time employee who is scheduled for a day off,
which is observed as a legal holiday or authorized
proclaimed work day off, shall be entitled to receive
eight (8) hours off with pay either on the day preceding
or the day following; whichever allows a day off in
addition to the employee's regularly scheduled day off.
Employees under scheduling restrictions shall be allowed
to use the holiday hours when the scheduling allows.
All employees in those departments that are required to
remain operational during holidays or proclaimed days

C.
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off, or that have a scheduled work week which includes
working on holidays or proclaimed days off, shall be
given the following scheduled working day off with pay.
1.

D.

When an employee works on a holiday or proclaimed
day off, the time worked will be recorded as
regular time and the day off as holiday time.

Regular part-time and temporary employees shall receive
holiday benefits on a prorated basis.
Holiday benefits
shall be an average of the employee's regularly scheduled
work hours in the pay period. To calculate the average,
the number of regularly scheduled work hours in the pay
period in which the holiday falls, shall be divided by
the number of working days in that pay period.
Holiday
benefits shall not exceed 8 hours.
1.
If part-time and temporary employees are not
scheduled to work on a holiday they shall take
their holiday time off by the end of the following
pay period with the department heads authorization.
Any diversions from this policy must be authorized
by the Personnel Office.

Section 06-07 -

Education Leave

Education leave shall mean employees attending job related courses
at
an
accredited
vocational
or
post-secondary
educational
institution for up to eight (8) credit hours per academic year.
A.

Education leave with pay may be granted to any employee,
with the department head's approval, after 6 months of
continuous employment.

B.

The department head shall forward a notice of the
education leave to the Personnel Office and to the Mayor
(or his/her designee) outlining the length of leave,
person(s) involved, and approximate cost to the City.

C.

Employees on education leave will report back to work for
the balance(s) of their working day after scheduled
classes is/are over and within a reasonable time allowed
for travel.
1.

D.

If class times are other than the employee's
scheduled working hours, there will be no time off
with pay.

The City,
upon receiving evidence of satisfactory
completion of approved
job related
courses,
will
reimburse the employee for tuition and books for up to
$500.00 per fiscal year.
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1.

Reimbursement of funds to the employee
subject to City budget constraints.

Section 06-08 -

may

be

Sabbatical Leave

Reserved.
Section 06-09 -

Honoraria

An employee who receives monetary honoraria and reimbursements for
lodging, meals and/or travel, when they participate as a speaker,
seminar leader or panel member at a workshop or seminar, may keep
the monies received and does not need to report the monies
collected to the Finance Office if the employee elects to charge
the time spent against accrued vacation credits, if the workshop or
seminar was held during normal working hours. An employee may keep
all monetary honoraria and reimbursements for participating as a
speaker, seminar leader or panel member at a workshop or seminar
held outside their normal working hours.
Section 06-10 A.

An employee under proper summons or subpoena for jury
duty or service as a witness shall collect all fees and
allowances payable as a result of the duty or service and
forward the fees to the Treasurer's Office.
The fees
will be applied against the amount due the employee from
the City for the time off with pay.
1.

B.

Jurv Dutv/Serve as a Witness

Expenses or mileage allowance paid by
shall not be deducted.

the

court

If an employee elects to charge the time off against
accrued vacation credits, no fees and allowances paid
need be reported to the Finance Office and will not be
deducted from the employee's salary for the period of
time charged to vacation credits.

Section 06-11 -

Unemolovment Insurance

Unemployment insurance
eligible to receive it,
Service Office.

coverage is provided for all employees
and is administered through the State Job

Section 06-12 -

Health and Dental Insurance

The Employee Benefit Plan Fund (hereafter referred to as the Plan)
is a self-funded health insurance fund which includes health,
dental,
orthodontia,
vision,
and
life
insurance
plans.
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Participation in the Plan is available to regular full-time and
regular part-time employees and their dependents, as outlined in
the respective plans.
A.

The Personnel Office has copies of the policies on file.
Employees will be furnished a copy of the Summary Plan
Document and all subsequent amendments as they become
available.
It is the employee's responsibility to seek
assistance in interpreting the Summary Plan Document.

B.

The City will pay the same premiums for Plan coverage for
all regular full-time employees that are in a full-time
working status as of the first day of the month, subject
to the Plan.

C.

The City will pay the appropriate Plan premiums
for
employees on Workers' Compensation for up to but not to
exceed one year.

D.

Retired employees and their dependents may stay on the
Plan provided they pay the full premiums as required in
the Plan. Retirees and their dependents are not eligible
for dental and vision benefits.

E.

Regular part-time
employees will be
eligible
for
participation in the Plan on a pro-rated premium cost
sharing basis with the City according to the schedule
below:
City
Employee
Scheduled Hours per Week
Share
Share
Less than 20

NOT ELIGIBLE

20 but less than 30

50%

50%

30 but less than 40

75%

25%

F.

The Employee Health InsuranceCommittee is an employee
advisory committee which reviews issues concerning the
Plan
benefits.
It
shall
be comprised
of
one
representative
from
each
bargaining
unit
and
a
representative of the non-union employees.

G.

Appealing a Denial of an Insurance Claim
1.

To appeal a denial of an insurance claim, a covered
person must file a
written request for appeal
within sixty days of the denial to Intermountain
Administrators, the plan supervisors.
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2.

Employees may appeal a written denial from the plan
supervisors by delivering all information regarding
the claim to the Personnel Office.
a.

The Personnel Officer shall then call a
meeting
of
the
Health
Insurance
Review
Committee,
consisting
of
the
Personnel
Officer, Finance Officer, and the Chairperson
of the Employee Health Insurance Committee.

b.

The Health Insurance Review Committee will
convene, review all pertinent information, and
make a decision whether to deny or accept the
claim. The decision by the Committee shall be
final.

Section 06-13 -

Deferred Compensation

Employees are eligible to participate in
compensation program.
Interested employees
Personnel Office for information.
Section 06-14 -

the City deferred
should contact the

Workers* Compensation Insurance

Workers' Compensation Insurance is provided for all employees to
cover injuries arising out of and in the course of their
employment.
A.

Employees are responsible for reporting all injuries to
their immediate supervisor.

B.

Department heads shall maintain a file containing the
rules and procedures to be followed by employees claiming
Workers * Compensation benefits.

C.

Department heads will be responsible for immediately
reporting employee injuries on the job that result in
medical treatment or loss of work time to the Personnel
Office.

D.

The administration of benefits received
League of
Cities and Towns Workers'
Insurance Trust Program is between the
Montana League of Cities and Towns Workers'
Insurance Trust Program.

E.

Employees may not use sick leave while also receiving
money from Workers' Compensation.

from Montana
Compensation
employee and
Compensation
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1.

Employees may elect to use vacation leave while
recovering from injuries and receiving funds from
Workers' Compensation.

F.

Employees shall not accrue vacation or sick leave credits
while receiving Worker's Compensation benefits.

G.

Employees who are not able to return to their jobs after
six months on Workers' Compensation will be terminated.

H.

1.

If they are able to return to work as certified by
their physician within two years, they will receive
preference for the next available opening in their
previous position.

2.

Exceptions can be made by the Mayor or the Mayor's
designee.
(Refer
to
H
[below]
for
police
exception.)

Pursuant to the Metropolitan Police Act, police officers
that are injured in the line of duty will receive
additional compensation from the City in an amount equal
to the difference between compensation paid by Workers'
Compensation and his/her regular take home pay.
1.

The calculations on the above City payment will be
done
by
subtracting
the
officer's
Workers'
Compensation payment from the officer's adjusted
gross salary (less taxes and retirement).

2.

All other personal payment obligations that the
police officer may have authorized as payroll
deduction payments will be the responsibility of
the police officer.

3.

This additional compensation is payable
first twelve months of disability.

Section 06-15 -

for

the

Credit Union

All City employees are eligible to join the Missoula Federal Credit
Union if membership is approved by the Credit Union.
A.

Section 06-16

Membership information may be obtained
Missoula Federal Credit Union Office.
Retirement Systems
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at

the

The City provides retirement systems for City employees that
exclude or are in addition to the social security benefits provided
by the Federal government.
These systems include:
A.

The Public Employees' Retirement System.
1.

The Personnel Office has a copy on
Public Employees' Retirement System.

2.

The Fire Department has a copy on file of the
Public Employees' Retirement System - Firefighters'
Division.

3.

The Police Department has a copy on file of the
Municipal Police Officers' Retirement System.

Section 06-17 -

file of

the

Employee Incentive Program

The Mayor or his/her designee shall convene a committee consisting
of representatives from the City departments. The committee shall
recommend programs and the method of administration which the
employees support as "incentive programs"
to improve morale and
efficiency in the work place.
The Mayor or designee shall make
every effort to implement these programs, subject to budgetary
constraints.
The three-fold purpose of the program is to:
A.

Set-up a system to reward employees for work beyond their
normal job duties.

B.

Provide service pins for years of service with the City.

C.

Provide City-wide recognition for employees who retire.

Section 06-18 -

Non-Union Pav Plan

Administrative Rule #5 defines the procedures for compensating non
union employees through a pay plan.
It is a ten step pay plan
which is based on years of City service.
A.

Employees
twentieth
fall on
preceding
employees

will be paid twice monthly on the fifth and the
of the month.
If the fifth or the twentieth
a Saturday, employees will be paid on the
Friday. If the normal payday falls on Sunday,
will be paid on the following Monday.
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CHAPTER VII
EMPLOYEE WORK RULES
Section 07-01 -

Policy

The following provisions shall apply to all City departments in
accordance
with or in addition to departmental rules
and
regulations.
Section 07-02 -

Hours of Work

Hours and days of work will vary according to the needs of the
departments involved in performing their authorized public service
function.
A.

The use of flex-time will be left to department heads,
subject to the approval of the Mayor or his/her designee,
in setting work schedules for department employees.

B.

Department heads are responsible for the maintenance of
daily records of employee attendance and hours of work.

C.

If an employee is unable to be present at the designated
working time, he/she must contact his/her supervisor as
directed by departmental provisions.

D.

Employees are expected to work their scheduled shifts.
Employees leaving
the
job
site
without
proper
authorization will be subject to disciplinary action up
to and including dismissal.

Section 07-03 -

Overtime

Employees required to work overtime and eligible to receive
overtime shall be paid at the rate of 1-1/2 times their current
hourly wage for all time worked for the City in excess of 40 hours
per week.
A.

Department heads must authorize all overtime.

B.

Employees entitled to overtime compensation have the
option of earning and using compensatory time in lieu of
overtime compensation.
1.

This compensatory time must be used at the earliest
available time.
It is the department/division
head's responsibility to see that compensatory time
does
not accumulate to more than 40 hours
per
employee.The Mayor or designee must authorize
any
diversion from this policy.

Section 07-04 -

Compensatory Time
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Compensatory time shall be administered by department heads in
accordance with the provisions below. Alternate compensatory time
plans may be adopted for any department, subject to the approval of
the Mayor or his/her designee.
A.

Department heads roust authorize all compensatory time.

B.

Supervisory employees and professional employees will be
compensated on the basis of an hour off of regularly
scheduled work periods for every hour actually spent
performing their actual duties on weekends, and/or
meetings not scheduled during normal working hours.

C.

The use of compensatory time is subject to department
head approval, and must be utilized within sixty days of
being earned.

D.

Compensation for employees who are on call:
1.

A minimum of one hour compensatory time is allowed
for each call that requires the employee to return
to work to perform a City function.

E.

Department heads and professional employees may take
compensatory time for work performed that is beyond the
normal expectations of their job function; subject to
approval of the Mayor.

F.

Employees required to travel on behalf of the City in the
course of their work duties may earn compensatory time
for the travel time that is in excess of their regularly
scheduled work day.
1.

G.

Employees attending educational related classes,
seminars,
or training
sessions may not earn
compensatory time for the travel time associated
with reaching the class, seminar, or training
session unless driving or working while traveling.

Accumulated compensatory time is to be utilized prior to
termination of employment with the City.
Unused
compensatory time accumulated in a supervisory or
professional capacity cannot be cashed out by supervisory
and professional employees when the employee terminates
employment with the city (except Public Safety/Emergency
Services personnel).

Section 07-05 -

Conflict of Interest
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The following constitute conflict of interest and are grounds for
employee dismissal.
A.

Employees engaging in unapproved soliciting or partisan
political activity while on the job.

B.

Employees using their position for personal use or to
coerce other employees.

C.

Employees, officers or agents or any member of their
immediate family or his or her partners maintaining
financial interests in profits of any contract or service
or other work performed by the City.

D.

Employees using information of a confidential nature to
profit financially; or giving such information to people
outside
City
employ
who would
profit
from
such
information.

E.

Employees maintaining other employment if it conflicts
with the interests of the City or the employee's ability
to perform his/her job duties in full.

Section 07-06 -

Nepotism

No person under service to the City who, by virtue of his/her
position, shall have the right to hire or otherwise appoint any
person to
render services to the City, shall enter into any
agreement or promise to do so with such person or persons related
to him/her or connected to him/her by consanguinity within the 4th
degree, or by affinity within the 2nd degree.
Section 07-07 -

Collective Bargaining

Employees have the right of self organization to form, join or
assist any labor organization, to bargain collectively through
representatives of their own choosing on questions of wages, hours,
fringe benefits, and other conditions of employment, to engage in
other concerted activities for the purpose of collective bargaining
or other mutual aid or protection,
free from interference,
restraint, or coercion.
A.

Elected officials, persons directly appointed by the
Mayor or City Council, executive, administrative, and
others that are negotiated as exclusions are exempt from
the above right.

Section 07-08 -

Residency
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city employees are subject to City ordinances or State statutes
which limit the geographic location of the employee's residence in
order to eliminate unreasonable absences from position duties as a
result of inherent problems related to travel distances.
A.

Police officers and firefighters are required to live
within a five (5) mile radius of the City limits
according
to Ordinance No, 2381 passed by the City
Council on May 1, 1984.

Section 07-09

-

Emolovee Notification

It is the employee's responsibility to furnish their supervisor
with
the telephone number and address at
which they can be
contacted.
A.

B.

It is the supervisor's responsibility to notify the
personnel office immediately of any changes in the above
information.
It shall not the responsibility of the City of Missoula
if the information is not current and the employee can
not be contacted.

Section 07-10 -

Travel and Per Diem

The City's travel and per diem policy is outlined in Administrative
Rule
#1.This policy is to be
strictly adhered to for the
reimbursement of expenses that employees incur while authorized to
travel on behalf of the City.
Section 07-11 -

Probationarv Status

A.

Probationary Status - is the status of an employee during
the period of employment from the initial hiring,
transfer, demotion, or promotion date, during which the
work performance and conduct of the employee is appraised
to determine whether regular status will be granted. The
probationary period is six months in length.

B.

Transfers - When an employee transfers from one position
to another or one department to another, the employee
shall be required to serve a new six month probationary
period, as described in Sections 04-01-A and 07-13-A.
Employees shall not lose accrued benefits and may be
transferred back to their old position or equivalent
thereof if they do not successfully complete the
probationary period, subject to the availability of a
position.
Demotions - A demoted employee is required to serve a new
probationary period at the time of the demotion. The new
probationary status will not negate accrued benefits.

C.
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D.

E.

Dismissal Purina Probationarv Period - An employee may be
dismissed at any time during probation if the employee's
performance does not satisfactorily meet the required
standards.
1.

The employee will be given an
communication
outlining
the
probationary dismissal.

2.

Employees who have undergone a reclassification and
are serving a new probationary period shall not
lose accrued benefits and may be transferred back
to their old job or equivalent thereof if they do
not successfully complete the probationary period,
subject to the availability of a position.

3.

A probationary period may be extended for up to
three months under the following circumstances.
a.

If an employee has not satisfactorily met the
job requirements and the department head is
willing to allow more time to meet those
standards.

b.

The
Personnel
Office
must
approve
the
probationary
period
extension
and
strict
guidelines will be set forth for the extended
probationary period.

c.

If the probationary employee does not meet the
standards during the additional time period,
they will be dismissed.

Lay offs due to Lack of Funds/Curtailment of Work Employees may be laid off, without prejudice, at any time
due to lack of funds or curtailment of work.
1.

F.

oral or written
cause(s)
for

No regular full-time employee may be laid off when
there
are
emergency,
provisional,
temporary,
part-time, or probationary employees in the class
of work affected by the reduction in work force.

Performance Appraisals - Performance appraisals shall be
given to probationary employees twice during their
probation period.
1.
The first appraisal shall be given halfway through
the probation period.
2.

The second appraisal shall be given just prior to
the end of the employee's probationary period.
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Section 07-12 -

Promotions

Promotion to a vacant position will be made from among the most
qualified applicants with first consideration given to those within
the department or division having the vacancy.
Departments shall
work with the Personnel Office in developing departmental promotion
policies. Refer to Section 07-13 for policies governing promotions
and transfers.
Section 07-13 -

Transfers

Employees wishing to transfer from one department or position to
another must do so in accordance with the in-house recruitment
procedures described in Section 03, Recruitment and Selection.
A.

B.

The rate of pay for an employee who has applied for and
been selected to fill a position vacancy shall be
determined by provisions of Administrative Rule #5, NonUnion Pay Plan, or the appropriate union contract.
At the time of the transfer, the employee shall be
required to serve a new six month probationary period, as
described in Sections 04-01-A and 07-11.

C.

If the employee does not successfully complete the
probationary period, the employee may be dismissed,
demoted, or transferred back to their previous position
or the equivalent thereof.

D.

Employees who transfer between departments, are not
entitled to a lump sum payment for accrued vacation
and/or sick leave credits.
1.

The department receiving the transferred employee
shall assume the liability for the accrued vacation
and sick leave credits earned and transferred with
the employee.

Section 07-14 -

Demotions

An employee may be demoted when he or she cannot satisfactorily
perform the requirements of his or her current position.
A.
B.
C.

The demoted employee is required to serve a new
probationary period at the time of the demotion (see
Section 07-12).
The new probationary status will not negate accrued
benefits.
It is the City's responsibility to notify the demoted
employee, within seven (7) days of the demotion, of the
City's grievance procedure that provides the opportunity
for employees to appeal the demotion.
The City shall
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Section 07-12 -

Promotions

Promotion to a vacant position will be made from among the most
qualified applicants with first consideration given to those within
the department or division having the vacancy.
Departments shall
work with the Personnel Office in developing departmental promotion
policies. Refer to Section 07-13 for policies governing promotions
and transfers.
Section 07-13 —

Transfers

Employees wishing to transfer from one department or position to
another must do so in accordance with the in-house recruitment
procedures described in Section 03, Recruitment and Selection.
A.

B.

The rate of pay for an employee who has applied for and
been selected to fill a position vacancy shall be
determined by provisions of Administrative Rule #5, NonUnion Pay Plan, or the appropriate union contract.
At the time of the transfer, the employee shall be
required to serve a new six month probationary period, as
described in Sections 04-01-A and 07-11.

C.

If the employee does not successfully complete the
probationary period, the employee may be dismissed,
demoted, or transferred back to their previous position
or the equivalent thereof.

D.

Employees who transfer between departments, are not
entitled to a lump sum payment for accrued vacation
and/or sick leave credits.
1.

The department receiving the transferred employee
shall assume the liability for the accrued vacation
and sick leave credits earned and transferred with
the employee.

Section 07-14 -

Demotions

An employee may be demoted when he or she cannot satisfactorily
perform the requirements of his or her current position.
A.
B.
C.

The demoted employee is required to serve a new
probationary period at the time of the demotion (see
Section 07-12).
The new probationary status will not negate accrued
benefits.
It is the City's responsibility to notify the demoted
employee, within seven (7) days of the demotion, of the
City's grievance procedure that provides the opportunity
for employees to appeal the demotion.
The City shall
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supply the
procedures.
Section 07-15 -

demoted

employee

with

a

copy

of

the

Disciplinary Procedures

Prompt feed-back on performance and constant communication are
necessary between supervisors and their employees. In addition, if
an employee is not performing his/her duties in a satisfactory
manner, it is the responsibility of his/her supervisor to give
proper notice and guidance outlining the deficiencies.
The
following progressive disciplinary procedures shall be utilized:
A.

First Offense: A warning from the employee's supervisor
outlining the unsatisfactory job performance and the
corrective measures that need to be taken.
1.

B.

The warning shall contain:
a.

the date and time the warning was given,

b.

what performance deficiency or violation has
occurred,

c.

the corrective measures that need to be taken,

d.

the time period the employee has in which to
improve their
performance or correct their
behavior, and

e.

what further
actions will be taken if the
employee doesnot improve their performance or
correct their behavior.

2.

Copies of the notice outlining the warning will be
forwarded to the
employee and to the Personnel
Office for placement in the employee's personnel
file.

3.

The employee shall have the right to make a written
response to the warning and to have that response
placed in their personnel file with the warning.

4.
The warning shall remain in effect for six months.
Second Offense: A written reprimand by the employee's
department/division head outlining the unsatisfactory job
performance and the corrective measures that need to be
taken.
1.

The department/division head shall write a letter
which states the date, time, and nature of the
reprimand and the corrective measures that need to
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be taken.

C.

D.

2.

Copies of the written reprimand will be forwarded
to the employee and to the Personnel Office for
placement in the employee's personnel file.

3.

The written reprimand will remain in effect for one
year for the unsatisfactory job performance stated
on the written reprimand form.
Further remedial
actions, including dismissal, may be taken in this
time frame if the unsatisfactory job performance is
not corrected.

Third Offense; The department head suspends the employee
for up to five days for continued unsatisfactory job
performance after the employee has been notified through
a warning written reprimand that his/her performance is
unsatisfactory.
1.

The department head shall write a letter stating
the date, time, and nature of the suspension and
the corrective measures that need to be taken.

2.

Copies of the suspension letter will be forwarded
to the employee and Personnel Office for placement
in the employee's personnel file.

3.

Dismissal may be automatic for 3 months following
the
suspension
if
the
unsatisfactory
job
performance is not corrected.

Fourth Offense:
Following the suspension and if the
employee's job performance has not been corrected in the
3-month time frame, the department head, with the
approval of the Mayor or his/her designee, may dismiss
the employee for disciplinary reasons involving violation
of work rules, regulations, or other personnel or
departmental policies and procedures.

E.

It should be understood that depending on the nature and
circumstances of the unsatisfactory performance, the
department head may use
any disciplinary measure
appropriate within their judgment. Further, Section 0716, Dismissals, supersedes 07-15.
Section 07-16 Dismissals
The Mayor has the authority to dismiss any City employee not
covered by dismissal procedures authorized in State law(s), or City
ordinance(s) for reasons of cause, lack of funds, or curtailment of
work. The Mayor may delegate dismissal powers to department heads.
The Mayor may dismiss department heads for reasons of cause.
Dismissal of a City officer by the Mayor is subject to City Council
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be taken.

C.

D.

2.

Copies of the written reprimand will be forwarded
to the employee and to the Personnel Office for
placement in the employee's personnel file.

3.

The written reprimand will remain in effect for one
year for the unsatisfactory job performance stated
on the written reprimand form.
Further remedial
actions, including dismissal, may be taken in this
time frame if the unsatisfactory job performance is
not corrected.

Third Offense; The department head suspends the employee
for up to five days for continued unsatisfactory job
performance after the employee has been notified through
a warning written reprimand that his/her performance is
unsatisfactory.
1.

The department head shall write a letter stating
the date, time, and nature of the suspension and
the corrective measures that need to be taken.

2.

Copies of the suspension letter will be forwarded
to the employee and Personnel Office for placement
in the employee's personnel file.

3.

Dismissal may be automatic for 3 months following
the
suspension
if
the
unsatisfactory
job
performance is not corrected.

Fourth Offense:
Following the suspension and if the
employee's job performance has not been corrected in the
3-month time frame, the department head, with the
approval of the Mayor or his/her designee, may dismiss
the employee for disciplinary reasons involving violation
of work rules, regulations, or other personnel or
departmental policies and procedures.

E.

It should be understood that depending on the nature and
circumstances of the unsatisfactory performance, the
department head may use any disciplinary measure
appropriate within their judgment. Further, Section 0716, Dismissals, supersedes 07-15.
Section 07-16 Dismissals
The Mayor has the authority to dismiss any City employee not
covered by dismissal procedures authorized in State law(s), or City
ordinance(s) for reasons of cause, lack of funds, or curtailment of
work. The Mayor may delegate dismissal powers to department heads.
The Mayor may dismiss department heads for reasons of cause.
Dismissal of a City officer by the Mayor is subject to City Council
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consent.
A.

Dismissal Purina Probationarv Period
Refer to Section 07-11-D

B.

Lack ofFunds - Curtailment of Work
Employees may be laid off, without prejudice, at any time
because of lack of funds or curtailment of work.
1.

No regular full-time employee may be laid off when
there
are
emergency,
provisional,
temporary,
part-time, or probationary employees in the class
of work affected by the reduction in work force.

2.

Department heads will determine the number of
employees to be laid off based on where he/she can
reduce personnel and still maintain the essential
services of the department.

3.

In making layoffs, department heads will consider
the following when reducing staff;
a.

Employee's length of service with the City and
in their current classification; and

b.

The job performance (which may be measured by
conduct, deportment, knowledge and ability) of
those employees in the classification being
reduced during their tenure both with the City
and in the classification being reduced.

4.

Employees will be given 2 weeks notice of impending
layoffs.

5.

Laid-off personnel shall receive preference in the
department laid off from if and/or when the
department rehires employees that were laid off due
to lack of funds or curtailment of work.

6.

Laid-off personnel
no longer accrue
sick or
vacation leave credits, service time for longevity,
retirement, seniority stops and the City payment of
health and dental insurance premiums stop.
a.

Upon approval of the department head, laid-off
personnel may carry over sick and vacation
leave credits with the City for use upon
reemployment.
If credits are carried over,
time worked from the previous year will count
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towards the qualifying periods.
Sick and
vacation credits must be jointly carried over
OR cashed out, but not a combination thereof.
C.

Dismissal for Cause
The following non-inclusive reasons are sufficient for
dismissal for cause:
1.

Incompetence or inefficiency in the performance of
duties.

2.

Conviction of a criminal offense involving moral
turpitude.

3.

Violation of any lawful or official regulation or
order, or failure to obey any lawful direction made
and given by a supervisor where such violation or
failure amounts to an act of insubordination or a
breach of proper discipline, or has resulted or
might reasonably be expected to result in loss or
injury to the City or public.

4.

Wanton use of offensive conduct language toward the
public. City officials or other employees.

5.

Carelessness and negligence
control of City property.

6.

Inducing or attempting to induce any City employee
to commit an unlawful act or to act in violation of
any lawful and reasonable official regulation or
order.

7.

Taking any fee, gift, or other valuable thing in
the course of work or in connection with work, for
personal
use
when
such
is
given
with
the
expectation
of
receiving
a
favor
or
better
treatment.

8.

Dishonesty in the performance of duty.

9.

Unauthorized absence from work.

in the

handling

and

10.

Drinking of alcoholic beverages or using any
drug(s ) to the extent of affecting job performance
as determined by the City.

11.

Consumption or use of alcoholic
illegal drugs while at work.

12.

Possession, use, distribution, or manufacture of a

beverages
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or

controlled substance in the work place.
Section 07-17 A.

Terminations

Employees leaving City employment, due to resignation or
retirement, who desire to leave the service in good
standing shall submit a written resignation to their
department head two weeks before leaving.
1.

These resignations shall be dated, signed,
contain the effective date of resignation.

and

2.

Employees
terminated
through
resignation
or
retirement shall be paid on the next regular pay
day or 15 days from the date of employment
separation, whichever occurs first.

B.

Employees who are dismissed for cause are to be
the date of termination for all unpaid wages.

paid on

C.

All City employees leaving City employment shall turn in
all City property in their possession, including keys, on
or before their last day of work.
A letter from the
proper authority substantiating the return must be
received by the Personnel Office.
Exit Interview

Section 07-18 -

Whenever possible and in fairness to the employee along with
protection for the City, the City may conduct an exit interview for
all retired, resigned, or dismissed City employees.
A.

B.

The interview will be given by the Personnel Office and
will be:
1.

Confidential in nature.

2.

Scheduled,
last day.

whenever

possible,

on the

employee's

The Personnel Office shall notify the department head of
viable complaints or suggestions that the former employee
presented in the interview.
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CHAPTER VIII
GRIEVANCE PROCEDURE/DISCRIMINATION CLAIM PROCEDURE
Section 08-01 -

Grievance Procedure

The purpose of this section is to establish a uniform city policy
for the adjudication of employees' grievances.
The policies set
forth in this section will apply to all non-union/non-association
City employees not governed by a collective bargaining contract.
A.

Definition of Grievance
A grievance is defined as a complaint or dispute
initiated by a non-union/non-association City employee
over the application, meaning or interpretation of this
Personnel Policy Manual, except that layoffs and
terminations shall not be considered grievances.

B.

Retaliation on a Grievance
No City employee shall be subjected to demotion, termi
nation or any other form of punishment or harassment as
a result of initiating a grievance under this procedure.

C.

Appeal Procedure for Lavoffs. Terminations or Demotions
1.

In the circumstance of a layoff, termination or
demotion of a non-union/non-association employee,
the employee has the opportunity to appeal the
department head's decision directly to the Mayor
for his review within five (5) working days of the
department heads decision to layoff, terminate or
demote the employee. The Mayor will then have five
working days to meet with both the employee and the
department head to discuss and try to resolve the
grievance that has arisen as a result of the
layoff, termination or demotion. In the event that
the Mayor is unable to resolve the grievance the
Mayor will have an additional five working days to
make a decision regarding the grievance. It is the
City's responsibility to notify the discharged or
demoted employee within seven (7) working days of
the date of the discharge or demotion of the
existence of such procedures and shall supply the
discharged employee with a copy of them.

2.

If either the employee and/or department head are
dissatisfied with the Mayor's decision, the Mayor
will request the Personnel/EEO Officer to contact
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two (2) Personnel Officers in the Missoula area
(preferably one from a public organization and one
from a private organization)
to review the
grievance.
The Personnel/EEO Officer will review
the pertinent information with the consultants and
the consultants shall have ten (10) working days to
offer an opinion on the matter.
Once the
consultant's opinion has been received by the City
Personnel/EEO Officer then he/she will arrange a
meeting within five (5) working days with the
employee, department head and Mayor to discuss the
consultant's
opinion.
After discussing the
grievance with the consultants,
employee and
department head, the Mayor will make a decision and
inform all parties involved in the grievance. The
Mayor's decision shall be the final step (or
decision)
pursuant
to
the
City's
grievance
procedure.
D.

Personnel Review Committee
The Personnel Review Committee (P.R.C.) shall exist for
the purpose of adjudicating non-union/non-association
employee grievances except layoffs, terminations and
demotions.
(This Committee shall also investigate
non-union/non-association employee and job applicant
discrimination claims, see 8.02 C).
1.

Composition and Selection of Members
The P.R.C. shall be composed of five members.
Two of the members shall be department heads
selected by their peers. One member shall serve a
two-year term and the second member shall serve a
one-year term.
The terms shall start the first
Monday in July,
1982,
and from every year
thereafter the department heads shall select a
department head to serve on the committee for a
period of two years. Two of the members shall be
non-department
heads,
non-union/non-association
employees selected by their peers.
One member
shall serve a two-year term and the second member
shall serve a one-year term. The terms shall start
the first Monday in July, 1982, and from every year
thereafter
the
non-department
heads,
non-union/non-association employees shall select an
employee to serve on the committee for a period of
two years.
The fifth member of the P.R.C. shall be a
non-union/non-association City employee selected by
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the other four members during their first meeting.
The fifth member's term shall last one year. Each
year,
after
one
department
head
and
one
non-union/non-association
employee
have
been
selected by their peers, the four P.R.C. members
shall select the fifth member.
2.

Authority of the Committee
The Committee has the authority to (1) require the
presence and testimony of witnesses and other
evidence held by the City or any City employee; (2)
arrange with the EEO Officer for appropriate
support to facilitate hearings and investigations;
(3) hold pre-hearing conferences; (4) issue hearing
orders;
(5) hold formal hearings and control
conduct of such hearings; (6) make decisions,
findings of fact, and recommendations to the Mayor
by vote of a majority of the regular members
involved in the hearing process.

E.

Informal Procedure
A complaint shall first be presented to the grievant's
immediate supervisor or department head within five (5)
working days of the incident resulting in the complaint.
Either party may consult the EEO Officer for informal
discussion, investigation or possible resolution. If the
supervisor and grievant are unable to resolve the
grievance to the letter's satisfaction within five (5)
working days after presentation of the grievance, the
aggrieved party may proceed with the formal grievance
procedure.

F.

Formal Procedure
1.

The grievant shall state the grievance in writing
to the EEO Officer within five (5) working days of
the conclusion
of
the
informal
attempt
at
resolution.
The complaint shall contain the
following;
a.
b.

Concise statement of facts relevant to
grievance.

the

The names of all supervisory personnel with
whom the grievance has been discussed and the
results of such discussions.

c.

The remedy sought by the grievant.

d.

The names of witnesses

or persons who
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can

speak on behalf of the grievant.
e.

2.

Copies of any documents and descriptions of
any other physical evidence which may be used
to support the grievant's position.

The EEO Officer will have ten (10) working days to
investigate and attempt to resolve the grievance.
If the grievance cannot be resolved at this stage,
it will be forwarded to the Personnel Review
Committee.
The grievant and respondent will each have five (5)
working days to submit a written summary of their
positions to the Committee.
In addition, the EEO
Officer will present a summary of the investigation
to the Committee.
The summaries shall include a
statement of the facts, copies of documents to be
submitted as evidence, the remedy sought by the
grievant and the steps taken to resolve the
grievance informally. Those statements also should
name persons each party will call as witnesses at
the hearing, along with addresses and telephone
numbers. The grievant should specifically request
either an open or closed hearing and the reasons
for the choice. The grievant and respondent should
state any intent to be represented by professional
or other counsel and the identity of that
individual.
If the grievant chooses to be
represented by professional or other counsel, the
respondent will be represented by City counsel.

3.

Within ten (10) working days from receipt of the
grievance, the Personnel Review Committee will
review the written documents provided by both
parties.
The P.R.C. will then schedule a hearing within the
ten (10) working days following their review of the
materials. The P.R.C. may choose to convene during
that time to discuss documents and request
additional information from the parties involved.
Every attempt will be made to give the parties five
(5) working days before the hearing to furnish the
additional information. If necessary, the Chair my
adjust the hearing date to allow for the necessary
five (5) working days.
Hearings will be taped and transcripts made
available to either party upon request and payment
of a service charge covering the attendant costs.
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The Chair will preside at the hearing but will not
apply strict rules of evidence or conduct an
adversary proceeding. The Chair will be the final
arbiter in procedural matters, and in the absence
of strong reasons to the contrary, give preference
to the grievant's request regarding whether the
hearing will be open or closed.

G.

4.

The Personnel Review Committee will meet in closed
session to make its determination.
That decision
will be presented to the Mayor within five (5)
working days after the hearing or within five (5)
working days after receipt of the transcript of the
hearing if said transcript is deemed necessary to
reach a determination. The Personnel Office will
make every attempt to have the transcript available
within ten (10) working days of the hearing.
The
committee's decision will
contain a summary
statement of the grievant's charges, a statement of
the relief sought, a statement of the specific
findings of fact and conclusions of the Committee
regarding whether the evidence substantiated the
grievant's complaint, and recommendations regarding
redress of the grievant.

5.

The Mayor or his/her designee will respond in
writing to the Committee's recommendations within
ten (10) working days of receipt of its decision.
The response will include any actions which have
been or may be taken to resolve the grievance. The
Mayor's decision shall be final.

Committee Procedures/Rules for Grievance Procedure
1.

Members of the City Attorney's office and the EEO
Officer shall be excluded from membership on the
Personnel Review Committee.

2.

There shall be no limit to the number of terms each
of the members may serve.

3.

If one of the members of the P.R.C. is involved in
an employee grievance,
the appropriate group
(department
head
or
non-union/non-association
employee) shall select an interim member.

4.

The P.R.C. member selected by the other four
members shall act as the Committee's Chairperson.

5.

Meetings of the P.R.C. will be on call of the
Personnel Office and shall be held at the
convenience
(when possible)
of the Committee
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members and any other personnel appearing before
the Committee.
6.

The Equal Employment Opportunity Officer shall act
as staff to the P.R.C. He/She shall be responsible
for preparing an agenda which sets forth the
grievance to be acted upon by the P.R.C.

7.

The Equal Employment Opportunity Officer shall be
responsible for detailing the agenda topic, having
relevant
witnesses
present,
having
relevant
materials present, and other related testimony
necessary to conducting the hearing. He/She shall
not "defend" or "prosecute" grievances but rather
serve as a staff member and furnish information
necessary for the P.R.C. to act.

8.

The P.R.C. shall review and hear all relevant
materials, evidence, and testimony during the
hearing. Questions may be asked by P.R.C. members
at any time during the hearing.

9.

Following the hearing all witnesses and personnel
shall be excused. The deliberations of the P.R.C.
shall be in private with only those members
currently on the P.R.C. present.
The Committee
should honestly evaluate grievances and take action
it feels is necessary regardless of who is
involved.
The Committee should not only discuss
and debate the testimony presented during the
hearing but also the consequences of the action(s)
they are considering.

10.

The P.R.C.'s decision on a grievance shall be by a
majority vote of its members.
Committee members
may vote by open or secret ballot, whichever is
preferred by the majority.

11. The Equal Employment Opportunity Officer shall be
responsible
for
communicating
the
P.R.C.'s
recommendation to the employee. Mayor, and other
affected City personnel.
The Equal Employment
Opportunity Officer shall also be responsible for
carrying through the actions directed by the P.R.C.
and Mayor.
12. Personnel bringing grievances must do so within the
allotted time frame or the grievance shall be
dismissed.
Section 08-02 -

Discrimination Claim Procedure
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Introduction

The purpose of this section is to establish a uniform City policy
for the investigation of discrimination claims. The policies set
forth in this section will apply to all job applicants. City
employees,
and disabled persons who feel they have been
discriminated against in the admission or access to, or treatment
or employment in, the programs or activities of the City.
A.

Definition of Discrimination Claim
A discrimination claim is defined as any claim by an
employee, job applicant, or disabled person who believes
he/she has been discriminated against on the basis of
race, color, religion, national origin, age, marital
status, ancestry, receipt of public assistance, political
beliefs, physical or mental handicap, ex-offender status
or sex.

B.

Definition of Sexual Harassment Claim
Sexual harassment in employment covers a broad spectrum
of behavior, ranging from sexual innuendos made at
inappropriate times — perhaps in the guise of humor —
to coerced sexual relations. In its extreme form, sexual
harassment occurs when a person in a position of
influence over the job or career of others uses his/her
authority to coerce another person into sexual relations
or to punish that person for rejecting or reporting such
advances.
The City of Missoula considers such behavior unacceptable
and an abuse of authority.
Sexual harassment is,
furthermore, a violation of State and Federal equal
opportunity
and
non-discrimination
regulations.
Employees who are subjected to sexual harassment should
contact the EEO Officer. Complaints will be investigated
through the established discrimination claim procedures.
Disciplinary action will be taken when instances of
sexual harassment are identified and confirmed. Retal
iation against persons who file complaints is also a
violation of laws prohibiting discrimination and will
lead to disciplinary action against offenders.
Supervisors who knowingly condone or knowingly fail to
report incidents of harassment will themselves be subject
to discipline.

C.

Personnel Review Committee.
The Personnel Review Committee (P.R.C.) shall exist for
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the purpose of investigating employee, job applicant and
handicapped persons' discrimination claims.
(This
Committee
shall
also
adjudicate
non-union/non
association employee grievances (see 8.01 C).
1.

Composition and Selection of Members
The P.R.C. shall be composed of five members. Two
of the members shall be department heads selected
by their peers. One member shall serve a two-year
term and the second member shall serve a one-year
term.
The terms shall start the first Monday in
July, 1982, and from every year thereafter the
department heads shall select a department head to
serve on the Committee for a period of two years.
Two of the members shall be non-department heads,
non-union/non-association employees selected by
their peers.
One member shall serve a two-year
term and the second member shall serve a one-year
term.
The terms shall start the first Monday in
July, 1982, and from every year thereafter the
non-department
heads,
non-union/non-association
employees shall select an employee to serve on the
Committee for a period of two years.
The fifth member of the P.R.C. shall be a
non-union/non-association City employee selected by
the other four members during their first meeting.
The fifth member's term shall last one year. Each
year,
after
one
department
head
and
one
non-union/non-association
employee
has
been
selected by their peers, the four P.R.C. members
shall select the fifth member.

2.

Authoritv of the Committee
The Committee has the authority to (i) require the
presence and testimony of witnesses and other
evidence held by the City or any city employee; (2)
arrange with the EEO Officer for appropriate
support to facilitate hearings and investigations;
(3) hold pre-hearing conferences; (4) issue hearing
orders;
(5) hold formal hearings and control
conduct of such hearings; (6) make decisions,
findings of fact, and recommendations to the Mayor
by vote of a majority of the regular members
involved in the hearing process.

D.

Jurisdiction of Committee
1*

Scope

of

Jurisdiction.

The

Personnel
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Review

Committee has jurisdiction over any complaint of
discrimination (other than those which may be
initiated under the grievance or discrimination
claim procedures in existing collective bargaining
agreements). Complaints may be initiated by any
City employee, by an applicant for employment with
the City, or a handicapped person who has been
discriminated against, in the admission or access
to or treatment or employment in, the programs or
activities of the City.

E.

2.

The jurisdiction of the Committee is specifically
limited to questions of discrimination.
Neither
the
review
process
nor
the
Committee’s
recommendations should include any substantive
matters other than those directly related to
discrimination. (For example, the Committee should
not consider whether or not an employee should have
been promoted but whether the denial of promotion
was materially influenced by or resulted from
discrimination.
If the Committee finds that the
employee was a victim of discrimination, the
recommendation would not be that the employee be
promoted but be reconsidered for promotion in a
manner which would preclude discrimination.)

3.

Jurisdiction.
The Committee generally does not
have jurisdiction over a discrimination complaint
until the complainant has exhausted the "Informal
Procedure" and has initiated an appeal from that
procedure in the manner specified.
Under the
following circumstances the Committee has original
jurisdiction over a complaint though the "Informal
Procedure" has not been exhausted:
a.

When the complainant alleges discrimination by
the EEO Officer.

b.

When the complainant demonstrates to the EEO
Officer that the complaint may not reasonably
be
resolved
by means
of
the
informal
procedure.

c.

When the EEO Officer originates the appeal.

Informal Procedure
1.

Initiating the Complaint.
Any City employee or
applicant for employment who claims to have been
unlawfully discriminated against due to any City
regulation or policy or the official action of any
City employee shall within thirty (30) calendar
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days of the alleged discriminatory occurrence,
initiate
informal
complaint
proceedings
by
contacting or writing a letter to the City Equal
Employment Opportunity Officer.
2.

F.

Action on Complaint. The EEO Officer will, within
ten (10) working days of receipt of the complaint:
a.

Investigate and determine
extent of the problem.

the

nature

and

b.

Convene meetings of appropriate personnel,
including the complainant, and seek informal
resolution of the complaint.

c.

Notify the complainant in writing of the
current status of the complaint and of any
further remedial action contemplated.

Formal Procedure
1.

Appeal from the Informal Procedure to the Formal
Procedure :
a.

Written Appeal. If the complainant chooses to
appeal the decision of the EEO Officer, a
written request for a hearing before the
Personnel Review Committee must be filed
within ten (10) working days of receipt of the
decision.
The request for a hearing must be
filed with the EEO Officer.

b.

Notice of Hearing. Within ten (10) working
days of receipt of the written request for a
hearing, the EEO Officer will notify the
complainant and the respondent of the time and
place of the formal hearing before the
Personnel Review Committee. The hearing will
be scheduled within thirty (30) calendar days
of receipt of the written appeal.

Preparation for the Hearing
a.

Complainant's Statement.
At least fifteen
(15) working days prior to the hearing the
complainant must submit to the EEO Officer the
following information: Detailed statement of
facts
upon
which
the
allegations
of
discrimination are based; names and addresses
192
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and anticipated testimony from witnesses to be
called; copies of any documents which will be
submitted as evidence; additional materials
the complainant wishes the Committee to obtain
prior to the hearing; reference to the law or
regulation alleged to be violated; specific
remedy(ies) requested; preferences for an open
or closed hearing; whether he/she will be
represented by legal counsel and the identity
of the counsel.

3.

b.

Respondent's Statement. At least fifteen (15)
working days prior to the hearing the
person(s)
accused
of
the
discrimination
respondent(s) will submit to the EEO Officer
the following: A statement of facts relevant
to the complainant's allegations; names and
addresses
of
witnesses
and
summary
of
testimony; copies of documents or other
materials to be submitted as evidence.

c.

Legal
Counsel
Representation.
If
the
complainant chooses to be represented by
counsel, the respondent will be represented by
City legal counsel.

d.

Forwarding Appeal Documents.
The Equal
Employment Opportunity Officer will forward
copies of the above materials to the members
of the Personnel Review Committee at least ten
(10) working days prior to the hearing.
At
that time the EEO Officer may submit any
additional evidence relevant to the complaint.

Pre-hearing Conference
a.

At any time prior to the date of the formal
hearing the Chairperson of the Personnel
Review Committee may call a pre-hearing
conference of all Committee members and any
other persons (including the complainant).

b.

The Committee will discuss and decide the
following:
Whether the Mayor should be
requested to appoint legal counsel to the
hearing
committee;
whether
the
evidence
presented is complete, an additional investi
gation should be required, or additional
witnesses called; whether the Personnel Review
Committee should conduct a meeting of the
complainant and other appropriate parties in
an effort to settle the complaint without a
193
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formal hearing.
c.

With concurrence
Personnel Review
decide to:

of the majority of the
Committee, the Chair may

1)

Set aside the hearing date for any period
up
to
ten
(10)
working
days
for
additional
investigation,
to
obtain
additional witnesses or evidence, or to
schedule a settlement conference with the
complainant and any other appropriate
parties for purposes of settlement of the
appeal without a formal hearing.

2)

Not schedule a formal hearing if there is
such a preponderance of evidence to
support the allegations of discrimi
nation. The Committee will then issue to
the
Mayor
a
formal
decision
and
recommendations reflecting that finding.

4.

The Hearing. The formal hearing of the P.R.C. will
be presided over by the Chair of the Personnel
Review
Committee.
The hearing will
be
a
non-adversarial proceeding, and strict rules of
evidence will not be applied.
The Chair will be
the final arbiter of all matters of procedure. In
the absence of strong reasons to the contrary,
preference will be given to the complainant's
request for an open or closed hearing.

5.

The Decision. Within ten (10) working days of the
conclusion of the formal hearing or receipt of the
hearing transcript, if a transcript is deemed
necessary, the Personnel Review Committee will
submit a decision in writing to the Mayor, the
complainant, the respondent, and the EEO Officer.
The written decision will contain the following:
a.

A summary
ofthe
complainant.

allegations

b.

A statement of
complainant.

c.

Specific citations of any laws or regulations
alleged to be violated.

d.

A statement of
the findings of fact and
conclusions of the Committee regarding whether
the evidence substantiated the allegations of

the relief

of

sought
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the
by

the

the complainant.
e.

G.

Recommendations regarding redress of the
complainant's grievance as well as policy or
procedural changes required in order to
preclude further discrimination.

6.

Action on Decision. Within ten (10) working days
of receipt of the Committee's decision, the Mayor
will notify the Committee Chair, the EEO Officer
and the complainant in writing of the decision
relative to each of the recommendations forwarded
by the Personnel Review Committee.
The decision
will include (1) the actions which have been or
will be taken regarding each recommendation; and
(2) the time frame in which these actions will be
accomplished.
The EEO Officer will distribute
copies to Committee members and the respondent.

7.

Signed Acceptance of Resolution. Prior to imple
mentation of any remedial action approved by the
Mayor,
the complainant will
sign a release
indicating acceptance of the proposed remedial
action as complete satisfaction for any and all
claims or causes of action relative to the
complaint.

8.

Employees
or
job
applicants
bringing
a
discrimination claim will be informed by the EEO
Officer that he/she has 180 calendar days to file a
complaint with the Montana Human Rights Commission
and 300 calendar days to file a complaint with the
Equal Employment Opportunity Commission.

Committee Procedures for Discrimination Claim Procedure.
1.

Members of the City Attorney's Office and the EEO
Officer shall be excluded from membership on the
Personnel Review Committee.

2.

There shall be no limit to the number of terms each
of the members may serve.

3.

If one of the members of the P.R.C. is involved in
a discrimination claim, the appropriate group
(department
head
or
non-union/non-association
employee) shall select an interim member.
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4.

The P.R.C. member selected by the other four
members shall act as the Committee's Chairperson.

5.

Meetings of the P.R.C. will be on call of the
Personnel Office and shall be held at the
convenience
(when possible)
of the Committee
members and any other personnel appearing before
the Committee.

6.

The Equal Employment Opportunity Officer shall act
as staff to the P.R.C. He/She shall be responsible
for preparing an agenda which sets forth the
discrimination claim to be acted upon by the P.R.C.

7.

The Equal Employment Opportunity Officer shall be
responsible for detailing the agenda topic, having
relevant
witnesses
present,
having
relevant
materials present, and other related testimony
necessary to conducting the hearing. He/She shall
not "defend" or "prosecute" discrimination claims
but rather serve as a staff member and furnish
information necessary for the P.R.C. to act.

8.

The P.R.C. shall review and hear all relevant
materials, evidence, and testimony during the
hearing. Questions may be asked by P.R.C. members
at any time during the hearing.

9.

Following the hearing, all witnesses and personnel
shall be excused. The deliberations of the P.R.C.
shall be in private with only those members
currently on the P.R.C. present.
The Committee
should honestly evaluate discrimination claims and
take action it feels necessary regardless of who is
involved.
The Committee should not only discuss
and debate the testimony presented during the
hearing but also the consequences of the action(s)
they are considering.

10.

The P.R.C.'s recommendation on a discrimination
claim shall be by a majority vote of its members.
Committee members may vote by open or secret
ballot, whichever is preferred by the majority.

11.

The Equal Employment Opportunity Officer shall be
responsible
for
communicating
the
P.R.C.'s
recommendation to the employee/claimant, Mayor, and
other
affected
City
personnel.
The
Equal
Employment Opportunity Officer shall also be
responsible for carrying through the actions
directed by the P.R.C. and Mayor.
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12.

P.R.C. members shall treat all testimony and
material before them as confidential.
Disclosure
of material and testimony by P.R.C. members shall
be
done
only
when
required
by
further
administrative
or
judicial
investigations,
proceedings, and/or hearings.

13.

Job applicants, personnel, and handicapped persons
bringing discrimination claims must do so within
the allotted time frame or the claim shall be
dismissed.
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CHAPTER IX
SAFETY AND WORK CONDITIONS
Section 09-01 -

PolicY

The City of Missoula endeavors to provide safe working conditions
for its employees. Administrative Rule #12 delineates the City's
Safety and Loss Control Policy. This policy was created to reduce
accidents in the work-place. A Safety and Loss Control Committee
serves as a watch-dog, coordinator, and liaison for the City's Stop
Loss and Safety Program.
Section

09-02 -

Employee Responsibilitv

Each employee is responsible for maintaining safe and healthful
working conditions in their work area and promptly reporting unsafe
workingconditions or practices
to their immediate supervisor
and/or safety representative.
Section 09-03 -

Supervisor/Foreman Responsibilitv

Supervisor/Foreman will work at all times to control injuries,
accidents and minimize hazards. The supervisor/foreman will:
A.

Assume reasonable responsibility and accountability for
safe and healthful working conditions for employees under
their jurisdiction.

B.

Make recommendations for the correction of deficiencies
present in facilities, work procedures, employee job
knowledge, behaviors, or attitudes that adversely affect
the safety of the City's employees.

C.

Enforce safety rules and recommend or take appropriate
disciplinary action when employees who do not conform to
such rules.

D.

Provide instruction and training to employees concerning
specific work hazards.

E.

Cooperate with inspectors in shutting down operations
considered to be a hazard to employees.

F.

Act upon safety suggestions, observe working conditions
and methods that prevent possible safety hazards, and set
a good example by working safely him/her self.

G.

Investigate the causes of all accidents and take cor
rective action.

H.

Promptly report all accidents to the appropriate
authority regardless of the extent of injury or property
198
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damage.
Section

All City
reported
hours to
the City
A.
Section

09-04 -

Accident Reporting

relatedaccidents, personal injury orvehicle, shall be
on appropriate departmental forms within twenty-four (24)
the department head, the Mayor or his/her designee, and
Attorney's Office.
All vehicle accidents must be immediately reported to the
Police Department for their investigation.
09-05 -

Training

A.

Employees
who operate City equipment shallpossess
a
valid Montana Operator's Permit and shall take advantage
of defensive driving courses offered by the City.

B.

Employees are encouraged to take advantage of training
courses offered through the Personnel Office or their
departments. Such training courses may include:
1.

First aid courses.

2.

Cardio-pulmonary resuscitation courses.

3.

Driver safety courses.

4.

Preventive health maintenance courses.

5.

Other courses deemed to be beneficial to City
employees by the department heads. Personnel Office
or Mayor's Office.

199

1

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

CHAPTER X
PERFORMANCE APPRAISAL
Section

10—Oi —

Policy

The performance appraisal is intended to stimulate and facilitate
discussions between the employee and the supervisor on the
performance of job duties and to offer suggestions leading to
improvements in the employee's work and possible career development
opportunities.
Section

10-02 -

Applicable Employees

Performance appraisals shall be completed on regular full-time and
regular part-time employees.
Section

10-03 -

Scheduling of Appraisals

A.Performance appraisals for
least once a year.

B.

City employees are required at

1.

Performance appraisals shall be given to the
employee on his/her anniversary date of employment
with the City.

2.

Employees who have undergone a reclassification
shall be given the performance appraisal on the
anniversary date of the promotion.

Performance appraisals shall be given to probationary
employees twice during their probation period.
1.

The first appraisal shall be given halfway through
the probation period.

2.

The second appraisal shall be given just prior to
the end of the employee's probationary period.

Section 10-04 -

Appraisal Administration

A.

The employee's immediate supervisor shall give the
performance appraisal and rate the execution of the
duties and responsibilities pertaining to the position
held by the employee.

B.

The Mayor, or his/her designated representative, shall
give performance appraisals to department heads.

C.

The Mayor shall appraise the representative designated in
(B) above.
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Section 10-05 -

Records

Performance appraisals shall be forwarded to the Personnel Office
which shall include the appraisal in the employee's personnel file.
Section 10-06 A.

Performance Appraisal Form

Performance appraisals shall be given on forms provided
by the Personnel Office.
A supervisory guide on
conducting appraisals is also available.
1.

Alternate forms may be used by a department which
has determined that the City form does not satisfy
departmental needs.
a.

Any alternate form must be approved by the
Personnel Office before use commences.
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